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PO220 Purchasing and Receiving Goods and Services

Course Overview

Purchasing is the process of identifying a need for goods and/or services, the setting aside of
funds for this purpose, and the evaluation and selection of a supplier or contractor to provide the
required goods or services.

Prior to the creation of a requisition, you can view the available funds in the budget you plan to
use to ensure that there are sufficient funds available to commit to a purchase.

This course addresses entering, updating and inquiring on requisitions that are manually entered
in GEARS for goods and services.

Course Outline

The following lessons provide step-by-step instructions on entering, updating, and inquiring on
commitments in GEARS and understanding the concepts associated with purchasing goods and
services for the Judiciary.

Lesson 1: Creating Requisitions in eProcurement
Lesson 2: Managing Requisitions

Lesson 3: Creating Express Purchase Orders
Lesson 4: Inquiring on Requisition Information
Lesson 5: Understanding Receipts

Lesson 6: Entering Receipts

Lesson 7: Managing Receipts

Lesson 8: Reviewing Receipt Information

Course Audiences and Prerequisites

Audience(s):
The Judiciary audiences for this course are:

District Court - HQ and Courts
Circuit Court

Court of Appeals

Court of Special Appeals
Court Related Agencies

AOC - All Offices

State Law Library

GEARS Role(s):
This course is intended for Judiciary employees with the following GEARS role(s):

o Field Self Service ePro
e PO Field Specialist

Prerequisites:
The recommended prerequisites for this course are:
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e INT100 Introduction to GEARS
e PO100 Understanding GEARS Procurement Processes

Understanding the Requisition Document Structure
In GEARS, there are four levels in the transactional hierarchy of a requisition:

e Header

e Line

e Schedule

¢ Distribution

The four levels in the hierarchy contain the important information that defines the transaction
(i.e., who, what, when, where, and how much). Purchase orders use the same hierarchy.

After completing this section, you will be familiar with the sections of a requisition and be able to
identify where the following information is located on a requisition:

o the requisition vendor, amount, status and other identifying information

o line information (the goods and services being requested)

o the funding source(s) of a requisition (i.e., the PCA, Account (sub-object) and other
Chartfield accounting distribution to be used to record the transaction in the budget and
general ledger)

The example below illustrates the transaction hierarchy. In this example, there is one header, two
lines, two schedules and three distributions for the transaction.

The GEARS system allows a single line on a requisition to be associated with more than one
scheduled delivery. This functionality is unlikely to be used on a frequent basis at the Judiciary
but it is important to understand how it works. In a similar manner, the charges on a single line
on a requisition can be shared across several distributions. For example, two departments who
plan to share a printer could each absorb half of the purchase cost of the printer.

Multiple schedules and multiple distributions can be very useful under the right set of
circumstances but these features may not be used very frequently at the Judiciary.
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Line 1 Line 2
Schedule 1 Schedule 1
Distribution Distridution Distribution
1 2 1

Header
Headers contain high-level information about the transaction. This information applies to the

entire transaction and is “inherited” by the attached line(s), schedule(s), and distribution(s).
Below are other attributes of the header of a transaction:

e There is only one header per transaction
e For commitments, header information includes the:
- Requester: user requesting the good or service
- Req Date: date requisition created
- Req ID: number assigned to the requisition
- Accounting Date: date recorded in the GEARS General Ledger for the transaction
- Status: status of the requisition (e.g., open, approved, canceled, completed)

Line

For requisitions, line-level information includes the goods or services being requested, how many
goods or services are being requested, how much the good or service costs, and what the
calculated dollar amount of the goods or services is (based on the selected unit of measure).
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Below are other attributes of the line of a transaction:

o Headers may have one or more lines. In the illustration above, there are two lines. A
transaction could potentially have an unlimited number of lines.

e There must be at least one line per header

e The line contains item or service level information about the header

e Aline can be an "amount only" if it will be invoiced by amount rather than by quantity.
Lines for services or flat amounts are generally "amount only" lines. Exceptions may
include services that are billed by the hour, day, week, etc.

The line contains the following major fields:

Item ID: Item ID assigned to a good/service

Description: Description of the good or service

Unit of Measure (UOM): used to quantify or track resources (e.g., EA — Each)
Quantity: quantity to be obligated; lines for services or flat amounts will have a quantity
of "1".

Price: unit price or cost of a service

o Category: type of good or service

o Status: status of the requisition line (e.g., open, approved, canceled)

Schedule

In GEARS, schedule-level information identifies the due date of a purchase and the Judiciary
shipping location or location where a service will be performed. Each line must have a
corresponding schedule. The line must have a minimum of one schedule. The illustration above
shows only one schedule per line.

The GEARS System allows a single PO line to have multiple delivery schedules. For example, a
PO line for 10 each could have 5 each scheduled for delivery on 12-1-2013 and 5 each scheduled
for delivery on 1-1-2014. This functionality may not be used often at AOC.

The schedule contains the following major fields:

e Due Date: Item ID assigned in the Item Master associated with a good/service
e Ship To: The value used to indicate where goods are to be shipped or where a service
will be received

Distribution

The distribution of a transaction contains accounting (funding source) information about the line
and schedule. The distribution is where Chartfield information defines how the cost of the
purchase will be expensed, whether the expense is done by quantity or amount, and what percent
of the quantity or amount to expense. Other attributes of the distribution are:

o Adistribution can be split by amount or quantity. In the illustration above, Line 1 on the
transaction has two distributions.

The fields on the distribution include:
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o Distribute by: quantity or amount, the methods to allocate the expense. NOTE:
Requisitions for services or flat costs are generally distributed by "Amount."

e Percent: percentage of either the quantity or amount to be distributed or allocated to a
funding source entered (depending on the "Distribute by" method selected)

o Chartfield: accounting codes used to identify the funding source for the transaction

o Entry Event: codes used to define the accounting entries for the transaction

e Status: status of the distribution line (e.g., open, canceled, closed)

What Happens to My Requisition?
Below is a graphical representation of the requisition process.

Create the requisition.

. Use the online requisition pages,
-
Approve the requisition.

- The requisitions can require gpproval of grmounits ohd varows
goods arndlor senvices,

v

Runthe Budget Checking Process,
b This process determines whether funds exist o cowver

the cost of the requisition,

S

Copy the requisition into an RFQ for the bidding process,

-

Source the requisition to a Purchase Order.
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Lesson 1: Creating Requisitions in eProcurement

Lesson Overview

A requisition is entered when purchasing goods and services that are over pre-set spending limits
and that are considered sensitive items. The spending limits are $2,500 for Circuit Court and
$500 for District Court.

Sensitive items are those items valued to be $250 or greater that are prone to theft and
concealable in a handbag or briefcase. These items are at risk for misappropriation and / or
personal use. Hazardous items are also considered to be sensitive. All sensitive items require a
greater degree of control and accountability. Therefore, Judiciary personnel must use the
requisition process to purchase sensitive items. Below is a list of the items that are considered to
be sensitive by the Judiciary and must be purchased using the requisition process:

Cameras

Video Cameras

iPads

Tablet PCs

Slip Printers
Validators

UPS (Power Supplies)
Firearms (regardless of cost)
Monitors

CPUs

GPS Tracking Systems

Generally, purchases that are managed internally and under $2,500 - i.e., items that are purchased
via procurement card or through other direct pay methods - do not require a requisition. Again,
sensitive items require purchasing though the requisition process.

Entering Requisitions for Sole Source Goods and Services
Some goods and services are considered to be "sole source™ items which are not currently being
provided to the Judiciary under a negotiated contract.

You also must provide comments and supporting documentation to accompany your request. The
documentation must answer the following questions:

1. Are there any other existing sources that meet the requirement?

2. Is the paramount consideration for a sole source because of compatibility issues? For
example: The need to have equipment, accessories, or replacement parts be compatible
with what currently exists.

3. Are these items needed for trial or testing only?

Lesson Objectives
After completing this lesson, you will be able to:

e Create a requisition for various scenarios
e Request an item to be added to the item catalog
e Copy a requisition
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e Add Favorites
o Create & use a personal template to create a requisition

1.1 Creating a Requisition Using the Item Catalog

When purchasing goods and services, the Judiciary manages what is being purchased by using a
categorized collection of items called the Item Master — more commonly referred to as a
Catalog. Items (including physical goods and services) in the Item Master are categorized or
grouped by similar attributes such as forms, equipment, services, supplies, etc.

When you create a requisition, you browse and select items from a catalog, which is managed in
the Item Master. Many of the items in the catalog are priced with pre-selected contracted vendors
that have agreed to provide the goods or services when a request is made.

After completing this topic, you will be able to:

o define and assign a name to a requisition

o browse through the catalog and select an item(s)

e save and submit a requisition for approval

o reserve funds for (budget check) a requisition
Procedure

In this topic, you will learn how to create a requisition by selecting an item from the item catalog.

Step Action

1. Begin by navigating to the Create Requisition page.
Click the eProcurement link.
2. Click the Create Requisition link.

Create Reguisition
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ORACLE" . .
Home | Workist | MukiChannelConsole | AddtoFavorites | Signout
Favorites = Main Menu » eProcurement > Create Requisition
Create Requisition
Requisition Summary
There a n this requ

Specify Business Unit and Requester

*Business Unit: MDiuD & Administrative Office of Court
: 0
“Requester: Q Total Amount ()

oK

Step Action

3. The Create Requisition - Specify Business Unit and Requester page displays.

Use this page to identify yourself as the requester and select your associated
business unit.

You can also identify another employee as the requester. In that case, GEARS
records the User ID of the person making the entry as well as the User ID of the
person identified as the requester.

4, Enter the desired information into the Requester field. For this example,
enter "tammy.sitar".
5. Click the OK button.
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ORACLE' Home | Workist | MufiChannelConsole | AddtoFavortes | Signout
Cr'eate Re;:|uisition ‘
||f‘ 1. Define Requisition El; 2 Add tems and Services Ed  3.Reviewand Submit E‘E:; onis reque;
Specify requisition name, requester, and other information that applies to the entire requisition. i reg
Business Unit: 4§} Administrative Office of Court IZ:::’:ZN wsor ’
*Requester: ’tammys\tar—q Sitar, Tammy *Currency:
Requisition Name: ’— Priority: Medium
Step Action

6. The Create Requisition - 1. Define Requisition page displays.
Use this page to perform the first step in creating the requisition by giving it a
meaningful name. This is an optional step. The system will create a Req even if
you do not do this.
Naming your Regs will help you track them in the system without the need to
remember the Req ID.

7. Enter the desired information into the Requisition Name field. For this example,
enter "Office 2 Drawer File Cabinets".

8. You can navigate to the next step in the process by clicking the Continue button or
by clicking the link 2. Add Items and Services at the top of the page.

Continue

9. You will have an option of various catalogs. Utilize the catalog that is related to
your business unit and need.
Click the District Court Category button.
The Catalog is broken down into sections in a tree structure to make it easier to find
the Items that you want to order.

10. Click the OFFICE FURNITURE link.

[OFFICE FURNITURE|
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Favorites - Main Menu > eProcurement > Create Requisition

El G District Court Cateqory
[0 = OFFICEFURNITURE
O & eouPMeENT

O & wmiscELLANEOUS

Search Catalog @
Search contains all of the following search fields entered:

Description: [

Manufacturer:

Manufacturer's ftem ID:

Vendor:

Vendor ltem ID:

Item ID:

[
[
[
I
[
UPN ID: [

[[include Images

L35

ORACLE’ . .
Home | wWorkist | MutiChannelConsole | AddtoFavortes | Signout

i o e
dropdown list %

+ Navigale calegories by clicking folders

+ View items in a category by dlicking the
category name

+ Use the checkboxes o select categories
to search below

Search

Q

Search Seffings

~ Total Amount (USD) 0

GEARS

General Enterprise And Resource Support

Requisition Summary

There are no lines on this request
Please add new line in order to save:
{this requisition.

Total Lines: 0

sort items: [
ltem Description [~] Erst @l 1 -1 of 1
tem Detail Personalize | Find | View Al |
et
Item Description Vendor Manufacturer Price UOM  Quantity

[F] Eile Cabinets. Lateral, Metal 500.00000 USD Each 1.0000 o Add

[T Select All/ Deselect All

L (B R [l Add to Favorites G5 Compare L
< i =

11.

=

Once you get to the detail level in the catalog, the system will display all the items
that are in that distinct group. Click the File Cabinets, Lateral, Metal option.

12. Click the Add button.

| % Add

13. Click the Review and Submit link.

Review and Submit tab will display.

|Reuiew and Submi

NOTE: You will continue to the final step in the requisition creation process and 3.
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“Requester: fammysta |Q Ster, Tanmy priority: W *
Requisition Name: Re ter ts

equesi [
tammy.sitar Sitar, Tammy
Vendor Name

b 1 File Cabinets, L ateral. Metal 1.0000/ Each 500.00000

Requisition Lines @
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ORACLE' .
Home | Workist | MuliChannelConsole | AddtoFavorites | Signout

Requisition Summary
Desi uom
File Cabinets, Lateral, 1 EA
Wetal

_ Tofal Lines 1
Total Amount (USD): 500.00

Select All { Deselect All Total Amount:
e Add to Favorites [Py Addto Template(s) || =% Modify Line / Shipping / Accounting [
Send to Vendor Show at Receipt Shown at Voucher Approval Justification
=] Check Budget =" Pre-Check Budget |
(Ex Save & submit | sl Save & preview approvals | | X Cancel requisition | Find more items
< i ] v

Step

Action

14.

the Expand Section button.

make any changes in those Steps.

[&]

If you need to review or change details related to the Req you are creating, click

Steps 14 through 24 are optional. The system will create a Req even if you do not

ORACLE’
Favrites - Main Menu

uisition 2.Add Items and Services 3. Review and Submit |

T requisition, make any necessary changes, and submit it for approval.

Description

Home | Workist | MulliChannelConsole | AddtoFavorites | Signout

n Requisition Summary

Qty UOM.

File Cabinets, Lateral, 1 EA

Metal

Total Lines: 1
500.00

Total Amaunt (USD).

MDJUD | Administrative Office of Court “Currency: UsD
Sitar, Tammy Priority:
Office 2 Drawer File Cabinets
on Vendor Name Quantity yom Price Total
1845, Lateral. Metal STAPLES 10000 Each 500.00000 500 00 E
slidate with other Reas Override Suggested Vendor
1 Due Date: 03/08/2013 [  Quantity: [1.0000] Price: 50000000 =
L “Ship To: 02 @ Modify Onetime Address
[Sitar, Tammy

Seeschart [ Q

Personalize | Find | View A st K 1001 O Lost

fields?  Defails | Defals2 A

tist Type  “Location Quantity Percent Merchandise Amt GL Unit
o2 Q 1.0000) [ 100.0000) 500.00[MDJUD |G, =
oAl Total Amount: 500.00 USD
Pre-Encumbrance Balance: 500.00 ysp
avorites | B AddtoTemplatets) | & Modify Line J Shipping / Accounting i} Delste |
< n ’
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Step Action
15. Click the Line Details button.
E
RACLE’
Home ‘Workiist MuitiChannel Console: Sign out
Favorites - Main Menu > eProcurement > Create Requisition
Create isiti
= = Qty UOM
Line Details File Cabinets, Lateral, | 1 EA
Wetal
Line: 1 File Cabinets, Lateral, Metal Line Status: Open
ARSI To At 0553 o000
Merchandise Amt: 50000 usD
Category: OFFICE_FURNITURE View Hierarchy
Description: OFFICE FURNITURE
Buyer: IIONES @ Buyer Information
Vendor: I Q
Vendor Location: Q
Vendor's Catalog:
Vendor Item ID:
Manufacturer ID: Q UPN ID:
Manufacturer:
Manufacturer's Item ID: Q
Physical Nature
[C1RFQ Required ["1zero Price Indicator mount Only
[l Device Tracking [ stockless Item nspection Required
Confiquration Info
} Sourcing Controls €
ok | Cancal |
javascriptpAction_wind{document wind, REQ_LINE_VENDOR_IDSprompts... | .
Step Action
16. Click the Look up Vendor (Alt+5) button.

Look Up Vendor

SetiD: SHARE
Vendor ID: [begins with [=]

Short Vendor Name: egins with [= ]|

LookUp | Clear || Cancel |Basic Lookup

Search Results
Only the first 300 results can be displayed.
100

First [4] 1-a000f 300

VendorID | Short Vendor Name Vendor Name 2

0000000001 CROBERTS-HOME Charles D. Roberts

0000000002 225646768-MAIN  VERIZON WIRELESS

0000000003 804921036-MAIN  MARYLAND POLICE SUPPLY

0000000004 412654100-MAIN  BALTIMORE GAS & ELECTRIC (BGE!
0000000005 915254679-MAIN  PRICE WATERHOUSE COOPERS LLP (PWC)
0000000006 213559173-MAIN  ARAMARK FOOD SERVICES

0000000007 SUZAN REED-1  Suzzanne Reed

0000000008 789632541-MAIN  SERVICE MASTER CLEAN

0000000009 STAPLES01-1 STAPLES

0000000010 453526648-MAIN  HGC| HARTFORD

0000000011 131968872-MAIN  SHARP BUSINESS SYSTEM

0000000012 803253337-MAIN DEER PARK WATER

0000000013 435289473-MAIN  RELIABLE LANGUAGE SERVICES
0000000014 133221739-MAIN  J4P ASSOCIATES

0000000015 123456789-003 AOC TEST VENDOR

0000000016 521052280-000 CUMBERLAND BROADCASTING CO T/A WCBC RAD
0000000017 212889453-000 KIMBERLY K AVERELLA

0000000018 044783731-000 JENNIFER A AHERN

nANNNONN19 AR7ARRENA-DON  VIRGINIA A HOWARD

‘ork General Parinershij

i ﬁ‘s
5
B
=
=
gE
il
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Step Action
17. The Look Up Vendor page displays.
Use this page to search for the vendor you desire to purchase the item(s) from listed
on your requisition.
18. Enter the desired information into the Short Vendor Name field. For this example,
enter "staples".
19. Click the Look Up button.
20. The search results display. View the list of results and select the vendor you desire.
For this example, click the 0000000009 link.
E
Step Action
21. Read the message. Click the OK button.
22. Upon your return to the Create Requisition - Line Details page, click

the OK button.
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ORACLE"

Home | Workist | MuliChannelConsole | AddtoFavorites | Signout

Favorites ~ Main Menu > eProcurement > Create Requisition

Create Requisition B [[Reguisition sum

‘E‘ 1. Define Requisition [Ek 2. Add ltems and Services E& 3. Review and Submit Description Gty UOM

L 'l File Cabinets, Lateral, 1 EA|

Review the details of your requisition, make any necessary changes, and submit it for approval. Metal

Business Unit: VIDJUD | Administrative Office of Court *Currency: [ost] |f |70t ines: o0t0
B Total Amaunt (USD).

Requester: ftammy sitar Q@ sitar, Tammy Priority: [t ofal Amount (USD)

Requisition Name: Office 2 Drawer File Cabinets
Requisition Lines €

Lino Description Vendor Name Quanity uom Price 3
|1 File Cabinets. Lateral Metal STAPLES 1.0000 Each 500.00000
[C] Consolidate with other Regs [¥] override Suggested Vendor
Shipping Line: 9 Due Date: [ E Quantity: 1.0000 Price: 500.0
e Active *Ship To: 2 @& Modily Onelime Address
Attention To: |§tar‘ Tammy
*Distribute By: ay  [=] SpeedChart: [ e L
Accounting Lines Personalize | Find | A st
[EFUTO NI Charffiekds? | Detalls [ Defais2 | A i [ tion2 | B i
Line Status Dist Type  *Location Quantity Percent Merchandise Amt GL Unit
1 open @ @[ toooo [ 7oo0000 50000(MDJUD @
[ Select All/ Deselect All Total Amount:
LT Add to Favorites Dy mddtoTemplates) | 2 Moty Line / Shipping / Accounting @

< m 3

Step

Action

23.

The date the item is needed could be extremely important. Be certain to enter a due
date for when the item is needed or required.

Enter the desired information into the Due Date field. For this example,
enter "03/08/2013".

24,

Click the Collapse Section button.
il

25.

Click the Save & submit button.
| E'u Save & submit
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ORACLE’ =
Favorites : Main Menu > eProcurement > Create Requisition — I — I — l — l —
Confirmation Description aty uoM
Requisition Name: Office 2 Drawer File Total Amount: 500.00 USD 1::::::;;1\'%0)2 ‘mm
Priority: Medium
[ v
Step Action
26. The Confirmation page displays. The information included on this page confirms
your request.
At this point, the Req enters the WorkFlow Approval process. When the Req has
been approved by everyone in the approval flow, GEARS will send an e-mail to the
requester.
217. Click the Check Budget button.
Check Budgst
28. Upon a successful check of the budget, note that the Budget Status is "Valid".
The Budget Check process pre-encumbers the funds needed to purchase the items
on the Req.
29. You have successfully completed the Creating a Requisition Using the Item Catalog

topic.

You have learned to:

- Name your requisition

- search and select items from the catalog

- search and select a vendor

- check the budget and submit your request
End of Procedure.

1.2 Creating a Special Request Requisition
Entering a Special Request Requisition

Special Request requisitions are used to purchase goods and services not available in the
catalog. In other words, special request items do not have AOC Item Numbers.
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When you create a Special Request requisition, you must manually enter all item information
about the good or service you are purchasing (i.e., the item or service description,
quantity/amount, unit of measure, unit price, category, and vendor) as well as shipping and
funding (accounting distribution) information.

Adding an Item to the Item Catalog

If you wish to request that an item or service be added to the item catalog, the Item Request
option on the Special Request requisition must be selected during requisition entry. This triggers
a notification to be sent to the Item Administrator who will review your documentation, verify
the validity of the request, and either approve or deny the request.

After completing this topic, you will be able to:

e create a Special Request requisition

e request that the item be added to the item catalog

e attach documents to the requisition

e enter comments regarding the request
Procedure

In this topic, you will learn how to create a special request requisition, attach documents and enter
comments that support the need for your request. You will also learn how to request for the
purchased item to be added to the item catalog.

The Judiciary will typically create Item Numbers for all items that will be purchased again by
anyone in the organization.

Step Action

1. Begin by navigating to the Create Requisition page.

The steps that are necessary to create a Req for Special Request Items are exactly
the same as the steps to create a Req for Catalog Items up until the point where you
are actually adding the items to the Req.

Click the eProcurement link.
|[> eF'rm::urement|

2. Click the Create Requisition link.
[Create Requisition|
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Step Action
3. The Create Requisition - Specify Business Unit and Requester page displays.
Use this page to identify the Requester of the requisition and the Business Unit.
The person making the entry can be the requester but that is not a requirement. In
other words, you can create a Req based upon the request of another employee.
The Business Unit defaults as "MDJUD".
T ey — - Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Create Requisition e o
Specify Business Unit and Requester
“Business Unit: [mosuD |y Administrative Office of Court 1:::::”;"( " 3
*Requester: e
Step Action
4.
Enter / select a requester in the Requester field.
5. Click the OK button.
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ORrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites = Main Menu > eProcurement > Create Requisition

Create Requisition

‘E‘;: 1. Define Requisition [EL  2.Add ltems and Services Eg  3.Reviewand Submit

Speciy requisition name, requester, and other information that applies to the entire requisition

Business Unit: Q Administrative Office of Court Total Lines: 0
Total Amount (USD} ]

“Requester: [tammy_sitar @ Sitar, Tammy *Currency:

Requisition Name: Priority:

v

Medium

Continue

Step Action

6. The Create Requisition page displays.

The Business Unit and Requester field values default from selections on the
previous page.

7. Enter a description for the requisition in the Requisition Name field. You can use
the Requisition Name field to search for your requisition later.
8. Click the Expand section button.

By making entries on the pages that follow, you are creating defaults that will apply
to every line on the Req unless you modify the entries there. Setting defaults here
can be very useful if you are creating a multi-line req where the defaults are
relatively constant from one line to the next.

&)

9. Click the Override option.

Access to the Override and Default radio buttons is governed by the level of access
given to the person making the entries. If a person does not have the appropriate
security to access these buttons, the buttons will not appear on the page.

10. The Ship To field should default to your default shipping location. For this example,
enter "02" in the Ship To field.
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| Workdst | MuliChannel Console | AddtoFavortes | Sign out

Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition Requisition Summary

E Requisitit i i There are no lines on this fequest.

‘D WP IED e o e Please a0d new line in order o save
this requisit

Speciy requisition name, requester, and other information that applies to the entire requisition. s requisition

Business Unit: Q Administrative Office of Court Total Lines:

Total Amount (USD)-

“Requester: ftammy.sitar @ Sitar, Tammy *Currency: USD
Requisition Name: PPz ] Priority: [Medium

~ Line Defaults @
Default Options @

© Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values fo
these fields.

@ Override If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values
assigned.

Vendor: | —c Y Vendor Location: .

Buyer: Q Category: [ @ unitof Measure:

Shipping Defaults

Ship To: [ Q Wodify Onetime Address

Duepate: | & Atention:

Accounting Defaults

peconaize | Fing | E |
* Details

Asset Information

y Batch Approp
Pct  Location GL Unit ngy PCA Fund  Account  Program PPt Approp Yr  Dept PC

02 Q [MDJUD |@ [C25/Q [60783/Q [0001Q (0307 | [BOU6 |Q [AO00BR, [AYZ01ZQ a [

Step

Action

11.

Click the Continue button.
| Continue |

Home | Workist | MuliChannel Console | AddfoFavorites |  Sign oul

Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition

[—] - L : o i There are no lines on this request.
||:\ S 2 Add ltems and Services 3-Review and Submit Please add new line in order to save
thi: sisiti
Add lines to the requisition, specifying the i necessary to procure each item or service. s requisiton
Search:
o [ Search Total Lines: o
Total Amount (USD). o

Group Name Description
[¥ % unarouped items

Favorite Items

Type Description Vendor Name  Status Price uom Quantity
=] Eax, Sharp FO2081 20ppm Active 1000.00000 USD EA 1.0000

Select All / Deselect All

'—\ﬁ Add [|%  AddioFavorites Groupis) | | {1 Delete from Favorites | [ B Add to Template(s) |

Review and Submit
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Step Action

12. The Add Items and Services page displays.

The second step to create a requisition includes entering the items or services you
desire. The Special Request tab awaits your entry.

13. Click the Special Request tab.
| Special Request |

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites | Sign out
Favorites ~ Main Menu > eProcurement > Create Requisition
Create Requisition g tecaion
[Tk 1.Define Requisition [Ee 2. AddItems and Services g 3. Review and Submit There are no ines on this requesl.
H . Please add new line in order fo save
thi iti
Add lines 10 the requisttion, Spectying the NEcessary o Procure each item o service. 1o [equistion
Search:
[ Q- Search Total Lines: ]
Cataiog | Eavorites |( Templates | Services | Forms |( Web | Total Amount (USD)" ]
Select a Request Type €
Special ttem Request an item that is not listed in the Catalog.
Fixed Cost Service Request a one-time service for a flat fee.
Variable Cost Service Request a service for which the fee is based on the time worked.
Time and Materials Request a service for which the fee is based on the time worked and materials used.

Review and Submit

Step Action

14. The Special Request tab displays.

Before creating a Req for a Special Request Item, search the catalogs to make sure
that the item does not already have an Item ID.

Click the Special Item link.
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ORrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out

Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition O

=] Py =] i N i M There are no lines on this request.
‘E‘ 1. Define Requisition [EL 2 Add tems and Services Eg  3.Review and Submit There are no Ines on this fequest.

thi sisiti

Add lines to the requisition, specifying the i necessary to procure each item or service ' requisition

Search:

earc| ‘ Q o Total Lines: o

Catalog | Favorites || Templates | Services |( Forms [ Web LI Total Amount (USD)- o
*Item Description: [

*Price: 0.00000 *Currency: UsD

“Quantity: “Unit of Measure: aQ

*Category: Q Due Date: [E

Vendor ID: [ —Y Suqgest New Vendor

Vendor Name: Q

Vendor Item ID:

Mfg ID: Q

Mfg Item ID: [

Additional Information Request New ltem

e [T] Request New Item
[T] send to Vendor [T] Show at Receipt [T] Show at Voucher
- Addltem cancel Add or Start New Type
< 11 »

15.

enter "Parking Lot Construction™ into the field.

Enter the desired information into the Item Description field. For this example,

16.

Enter "500" into the Price field.

17.

Enter "1" into the Quantity field.

18.

ordered.

Enter "miscellaneous" into the Category field.

Use the search icon to search for an appropriate Category for each item being

19.

Click the Category Lookup button.
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SiEasEs Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
e Reatston
Look Up Category
- r eamn or Browse to look up the appropriate categery for your special request . )
searchy [Camgoy = WISCELLANEOUS | = Total Amount (USD). 0
Personalize | Find | View A1 | B | %5 mist Bl q o4 1 (oot
Step Action
20. The Create Requisition - Look Up Category page displays.
Use this page to search for the desired information type from the Search By field.
21. Click the Find button.
Find
22. Click the MISCELLANEOQUS link.
|MISCELLANEDUS|
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ORrACLE

Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites - Main Menu > eProcurement > Create Requisition
it Requisition Summary
Create Requisition Thete are no ines on this request.
= = 1 Please add new line in order to save
‘E‘ 1. Define Requisiti [EL 2 Add items and Services Eg 3 Review and Submit this requistion
Add lines o the requisition, specifying the i necessary to procure each item or service Total Lines: N
Search: [ Q. search Total Amount (USD)" 0
Calalog [ Favoriles ' Templates || Services || Forms [ Web |t GEh
*Item Description: [New Pariing Lot Construction
*Price: 500.00000 *Currency: UsD
*Quantity: 1.0000 *Unit of Measure: Q
“Category: MISCELLANEOUS ) Due Date: E
Vendor ID: Q Suqgest New Vendor
Vendor Name: Q
Vendor Item ID:
Mfg ID: Q
Mg Item ID: [
Additional Information Request New Item
e [T] Request New Item
[T send to Vendor [T] Show at Receipt [T] Show at Voucher
| Additem Cancel | Add or Start New Type |
“ [ »

23.

After finding the specific search criteria, you are returned to the 2. Add Items and
Services tab.

Enter "ea" into the Unit of Measure field.

24.

Click the Request New Item option.

This will send a message to the person responsible for creating Item IDs requesting
that a new Item ID be created for this item.

||:|Request New Item|

25.

Click the Add Item button.

This will add the item to the req and it will be displayed in the Requisition Summary
section of the page.
| Additem |

26.

Click the 3. Review and Submit link.
[3. Review and Submit]
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Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites ~ Main Menu > eProcurement > Create Requisition
Requisition Summary
2. Add ltems and Services E\g 3. Review and Submit | Description Qty UoM
New Parking Lot 1 EA
lsary changes, and submit it for approval. Construction
lative Office of Court “Currency: UsD Total Lines 1
I a Star, Tammy Total Amount (USD). 500.00
: prony:
ndor Name Quantity uom Price Total
1.0000) Each 500.00000 500008
Total Amount: 500.00 USD
ld to Template(s) || - Modify Line / Shipping / Accounting i} Delete

ipt [T shown at Voucher [T Approval Justification
heck Budget
breview approvals x Cancelrequisiton | Eind more ftems Add Request Document

.|.‘

Step Action

217. The Review and Submit page displays.

Click the Add/Edit Comments button.
e

As you are creating a requisition, you have the option to enter comments about your
request. The comments can be 1) an attachment, 2) comments that explain in further
detail the purpose of your request or 3) clarify the need for the special request.
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ORrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out

Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition T
Line Comments Description Qty UOM
New Parking Lot 1 EA
. Construction
Line Description Quantity Unit Price

1 New Parking Lot Cons 1.0000 Each 500.00000 USD Total Lines 1

Total Amount (USD): 500.00
[ send to Vendor [ show at Receipt [T show at Voucher
Add Attachment
oK Cancel

Step Action

28. The Create Requisition - Line Comments page displays.

Click the Add Attachment button to add an attachment as part of your comments.
[ Add Attachment |

29. Click the Browse... button.

| Browse...||

Page 25




Training Guide Q
P0O220 Purchasing Goods and Services GEARS

o General Enterprise And Resource Support

)L ) |mEDesktop »

Organize = New folder

91 Favorites ~
[ Desktop
|18 Downloads

‘% Recent Places Esther Bouryng
ystem Folder

Libraries
System Folder

5
[ Libraries

= Computer
System Folder

% Computer
&, Local Disk () Network

53 a0c (Wcourts\hg] System Folder

esther.b

£ estherbouryng (| BGI - Shortcut
2 CustomCl (Wjisp m Shortcut
(@) 862 bytes

€ Network ~ & LotusNotes85

File name: |\ - ‘ Al Files () =

Step Action

30. Select the appropriate file attachment for upload. For this example, you will not
have to actually select a document. Click the Open button.

Once a file has been selected, that file is saved to a PeopleSoft storage device.
When users need the information in the future, they do not need access to the files
on the User's laptop.

or Press [Alt+O].
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o
C:\Users\esther.bouryng\Desktopidoc seq cfg.xls
Step Action
31. Click the Upload button.
32. Enter "Sample attachment for ePro Requisition™ into the comments field.
33. Click the OK button.
34. Prior to submission, the system gives you an opportunity to review what you have

entered and even make changes.

Click the Save & submit button.
= Save & submit |
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ORACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favo_riles Ma\n'Menu > EP[DEU'FEWQH[ > Create Requisition
| Saved ‘
Confirmation ) " | Description Qty UOM
New Parking Lot 1 EA
Construction
Requested For: Sitar, Tammy Number of Lines: 1
, Total Lines: 1
Requisition Name: PTP1.12 Total Amount: 500.00 USD Total Amount (USD) 500.00
Requisition ID: 0000000097

Business Unit: MDJUD
status: Approved
Priority: WMedium
Budget Status: Not Checked

Edit Requisition Check Budget Pre-Check Bu

View printable version Manage R if Create New R,

Step Action

35. The Confirmation page displays.
A new Requisition ID is assigned.
36. Click the Check Budget button.

The Budget Status will change to "Valid" after Budget Checking has been executed
and verifies that there are funds available in the budget. See the updated budget
status.

Check Budget

37. You have successfully completed the Creating a Special Request Requisition topic.

You have learned to:

- create a special request requisition

- request that the item is added to the item catalog

- add an attachment that further explains the need for the request
- enter comments about your request

End of Procedure.

1.3 Creating a RFQ Required, Zero-Price Requisition

Request for Quote (RFQ), zero-price requisitions are entered in GEARS for purchases of goods
and services when the Judiciary is unable to determine the cost until completion and when the
vendor is not known. For example, you may need to enter a zero-price requisition for the
construction of a new building for which the AOC Procurement and Contract Administration
department needs to solicit services.

Special Request requisitions are used to enter RFQ required, zero-price requisitions.
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After completing this topic, you will be able to:

e enter a Special Request requisition for which the vendor and the good or service price is
unknown

e override the price field to create a zero-price requisition

Procedure

In this topic, you will learn how to create a zero-price requisition and reserve funds.

Step Action

1. Begin by navigating to the Create Requisition page.

Click the eProcurement link.
|[> eF’rucurementl

2. Click the Create Requisition link.
Ereate Reguisition
3. The Create Requisition - Specify Business Unit and Requester page displays.

Use this page to identify yourself as the requester and the business unit to which you
belong.

Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > eProcurement > Create Requistion

? Help
Create Requisition

Specify Business Unit and Requester

“Business Unit: Moo o Administrative Office of Court TotalLines: 0
Total Amount (). 0
*Requester: Q

OK
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Step Action

4, Your name will default in as the Requester.
5. Click the OK button.

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites | Sign out
Favorites - Main Menu > eProcurement > Create Requisition
Create Requisition T
F isiti = i Ry i i There are no lines on this request.
‘[‘ 1. Define Requisition [Et  2.Add tems and Services B 3. Reviewand Submit There are no nes on s equest.
th it
Specify requisition name, requester, and other information that applies to the entire requisition. XS toon
Business Unit: @ Administrative Office of Court Tolal Lines: 0
Tatal Amount (USD) o
"Requester: ftammy sitar @ Sitar, Tammy “Currency:
Requisition Name: Priority: Wedium

Continue

Step Action

6. The Create Requisition - 1. Define Requisition page displays. In this first step,
you can assign a name to your requisition.

7. Enter the desired name. For this example, enter "PTP.1.1.4" into the Requisition
Name field.

8. Click the Expand section button.

[]
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| worisst | MuiChannel Console | Addfo Favortes | Sign out
Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition R iary

=1 - N o There are no lines on this request
‘E‘ 1. Define Requisition 2. Add ltems and Services 3. Review and Submit e

thi: sisitit
Speciy requisition name, requester, and other information that applies to the entire requisition. s requisition

Business Unit: Q Administrative Office of Court Total Lines:

Total Amount (USD)-

“Requester: ftammy.sitar @ Sitar, Tammy *Currency: USD
Requisition Name: PPi1s Priority: [Medium

~ Line Defaults @

Collapse section

Fau If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values fo
these fields.

© Override If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values
assigned.

Vendor: | —c Y Vendor Location: .

Buyer: Q Category: @ Unit of Measure:

Shipping Defaults

Ship To: aQ Modify Onetime Address
Due Date: 5 Attention:

Accounting Defaults
* Details

Personaize | Find | |

Asset Information

y Batch Approp
Pct  Location 6L Unit ngy PCA Fund  Account  Program PPt Approp Yr  Dept PC

02 Q [MDJUD |@ [C25/Q [60783/Q [0001Q (0307 | [BOU6 |Q [AO00BR, [AYZ01ZQ a [

Action

example, enter "02" into the Ship To field.

The Ship To field will default to your business unit's shipping location. For this

| Workdst | MuliChannel Console | AddtoFavortes | Sign out

Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition

=] Lo ;o B Th are no lines on this request.

‘E‘ 1. Define Requisition 2. Add ltems and Services w and Submit There are noines on s request.
thi: sisitit

Specify requisition name, requester, and ofher informtion that applies ta the entre requisition. srequsten

Business Unit: Q Administrative Office of Court JotatLnes § N
Total Amount (USD)- o

*Requester: tammy.sitar @ Sitar, Tammy *Currency: UsD

Requisition Name: PTP 114 Priority: Medium

~ Line Defaults €
Default Options @

@ Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values fo
these fields.

© Override If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank value:
assigned.

Vendor: ’7 Q Vendor Location: ’7 Q

Buyer: Q Category: @ Unit of Measure:

Shipping Defaults

Ship To: 07 aQ Modify Onetime Address
Due Date: 5 Attention:

Accounting Defaults

Personaize | Find | | 3 Fist £ 1 014

" Details | Asset Information

y Batch Approp
Pct  Location GL Unit ngy PCA Fund  Account  Program PPt Approp Yr  Dept PC

02 Q [MDJUD |@ [C25/Q [60783/Q [0001Q (0307 | [BOU6 |Q [AO00BR, [AYZ01ZQ a [
Pl

| Continue |
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Step Action

10. Click the Continue button to move on to the 2. Add Items and Services tab.
| Continue |

11. In the Special Request tab, click the Special Item link.
Special ltem
SirasEs Home | Workist | MuliChannel Console | AddfoFavorites | Signout

Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition

‘E‘ 1. Define Requisition [EL 2 Add tems and Services Eg  3.Review and Submit

Add lines to the requisition, specifying the i necessary to procure each ftem or service

S h:
eare ‘ “ seach Total Lines ]
Catalog | Favories [ Templates | Sewvices | Fomns [ web | (EF=AIm=gy Total Amount (USD) 0

*Item Description: [

*Price: [ oooooo *Currency:

*Quantity: ] * Unit of Measure: [ Y
“Category: [ a Due Date: [
Vendor ID: [ Ta Sugaest New Vendor

Vendor Name: [ e

Vendor Item ID: [

Mfg ID: [ &

Mifg Item ID: [

. [T Request New Item

[T] send to Vendor [T] Show at Receipt [T] Show at Voucher

Add [tem Cancel Add or Start New Type

Step Action

12. The Special Item section displays.
Use this page to enter information about the specific goods or services being
requested.

13. Enter "Building Construction™ into the Item Description field.

14. Enter "1" into the Quantity field.

15. Enter "HVAC" into the Category field.

16. Click the Category Lookup button.

17. The Look Up Category page displays.

Use this page to enter criteria and search for a category.

18. Click the Find button.
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Q
Step Action
19. Click the HVAC link.
20. Enter "ea" into the Unit of Measure field.
21. Click the Add Item button.
||| Add ltem
Step Action
22. Click the Yes button.
This ensures the Zero Price Indicator is set to "Yes".
23. Click the Review and Submit link.
|3. Review and Submig
24. The Review and Submit page displays.
Click the Expand Section button to display the information already entered that is
related to the Building Construction line item.
(]
25. Click the Line Details button.
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ORrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites ~ Main Menu > eProcurement > Create Requisition
Create Requisition Requisition Summary
Description Qty UoM
. . Building Construction 1 EA
Line Details
Total Lines: 1

Line: 1 Building Construction Line Status: Open Total Amount (USD)" oo
~ Item Details @

Merchandise Amt: 0.00 usp

Category: HVAC View Hierarchy

Deseription: HVAC

Buyer: KJONES @, Buver Information

Vendor: Q Suggest New Vendor

Vendor Location: Q

Vendor's Catalog:

Vendor Item ID:

Manufacturer ID: Q UPN ID:

Manufacturer:

Manufacturer's Item ID: Q

Physical Nature Gooss  []

[CJRFQ Required [¥ Zero Price Indicator [C] Amount Only

Device Tracking Stockless Item D Inspection Required
Confiquration Info
+ Sourcing Controls @
oK Cancel

“ [ »

26.

The Create Requisition - Line Details page displays.

Use this page to identify some specifics about the line item being requested for
purchase.

27.

Click the RFQ Required option.

NOTE: The Zero Price Indicator button (to the right of the RFQ Required
button) is already selected.

|C] RFQ Required|

28.

Click the OK button to return to the 3. Review and Submit link step.
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| Workdst | MulChannel Console | Add to Favortes

‘E‘ 1. Define Requisition 2. Add ltems and Services ER&  3.Review and Submit

taet

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit:

Administrative Office of Court *Currency: usD
“Requester: ftammy.sitar Q Sitar, Tammy Priority: [Mediu|
Requisition Name:

Requisition Lines €

| Sign out

Total Lines:
Total Amount (USD)-

1 taet 10000 Each 0.00000
Collapse Section fonsolidate with other Reas Override Suggested Vendor
Shipping Line: 1 Due Date: [  Quantity: 1.0000 Price: 0.000
Status: Active *ship To: 02 @ Modify Onetime Address
Attention To: [Sitar, Tammy

*Distribute By: SpeedChart: Q.
Accounting Lines
" Chartfieids2

Personalize | Find |
YT 1= o —7 =

DistType  *Location ‘Quantity Percent Merchandise Amt GL Unit
[0z Q | 1.0000 | 100.0000] 0.00MDJUD |Q
clect All Deselect All Total Amount:
Yl Add to Favorites | B Addto Template(s) || “2 Modify Line / Shipping / Accounting (@ pe

Send to Vendor Show at Receipt Shown at Voucher Approval Justification

|3 Check Budget /B PreCheckBudget 1

< m, 3

P0O220 Purchasing Goods and Services

Step

Action

29.

Click the Chartfields2 link.

Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition
‘E‘ 1. Define Requisition 2. Add ltems and Services X  3.Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit:

Administrative Office of Court *Currency: usD
“Requester: tammy.sitar @ Sitar, Tammy Priority: [Mediul

Requisition Name:

Requisition Lines €

Y| taet 10000 Each 0.00000
[ consolidate with other Reqs Override Suggested Vendor
Shipping Line: 1 Due Date: [  Quantity: 1.0000] Price: 0.000
Status: Active *Ship To: 02 @ Modifv Onetime Address
Attention To: [Sitar, Tammy

*Distribute By: SpeedChart: Q.

Account Fund Dept Program

= AppropYr  PCA PCBus Unit  Project

0000 |Q [C25|Q [0001/Q q [B006 | [ADDDS | [AY2013Q [BO183Q, Q
4

select All/ Deselect All Total Amount:

Yie Add to Favorites /By Addto Templates) || 2 Modiiy Line / Shipping / Accounting [En] Del

send to Vendor Show at Receipt Shown at Voucher Approval Justification

|I(;ﬁ Check Budget = Pre-Check Budget 1
4 m

| Workdst | MulChannel Console | Add to Favortes

| Sign out

Total Lines:
Total Amount (USD)-
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Step Action

30. Enter the desired information. For this example, enter "0301" into the Account field.

31. Click the Save & submit button.

This will cause the Req to enter the Approval WorkFlow process. When the Req is
through the entire approval process, the system will notify the requester via e-mail.
g Save & submit

32. Click the Check Budget button.

A message may display confirming that the requisition will be in an "Open" status if
the budget has been checked.

Check Budget
33. The Budget Status should be "Valid" after the Budget Check has been run.
DIRAsES Home | Workist | MuliChannel Console | AddtoFavorites | Sign out
Confirmation Description Qty UOM

Bu\\mn;‘Cunstrumiun 1 EA
Requested For: Sitar, Tammy Number of Lines: 1 Total Lines 1
Requisition Name: 0000000100 Total Amount: 0.00 USD Total Amount (USD) oo
Requisition ID: 0000000100 Pre-Encumbrance Balance: 0.000 USD
Business Unit: MDJUD
Status: Approved
Priority: Medium

Budget Status: Valid

Edit Requisition

Manage Requisitions Create New Requisition

Step Action

34. You have successfully completed the Creating a RFQ Required, Zero-Price
Requisition topic.

You have learned to:

- enter a special item required line item

- override the price option to create a $0 requisition
- reserve funds for the requisition

End of Procedure.
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1.4 Copying a Requisition

You may purchase the same items or services multiple times throughout the year. For example,
office supplies are items that have to be constantly replaced. A previously created requisition
with the same line items can be copied to make the requisition process more efficient and
accurate.

After completing this topic, you will be able to:
o search for a requisition

e create a copy of a requisition
e assign a new name to the copy and submit the copied requisition

Procedure

In this topic, you will learn how to copy a previously created requisition and submit as a new
requisition.

Step Action

1. Begin by navigating to the Manage Requisitions page.

Click the eProcurement link.
|[> eF'rm::urement|

2. Click the Manage Requisitions link.

Manage Reguisitions]
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favortes - Man Menu > eProcurement > Manage Requisitions
ENewwindow [ Personalize Page B ntp -
Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and dlick the Search buttan
Business Unit: MDJUD @, Requisition Name: [ Q
Requisition ID: Q, Request Status: All but Complete ~ Budget Status: -
Date From: 0110772013 5 Date To: 011472013 El
Requester: @ Entered By: a PO ID: q
Search Clear
Requisitions €
Toview the lifespan and line items for a requisition, click the Expand triangle icon 3
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go. E
Req D Requisition Name BU pate Status Budget Total
b 0000000097 PTP1A2 MDJUD 011412013 Approved Valig 500,00 USD <Select Action= - G
P 0000000086 0000000096 MDJUD 0111412013 Approved Valid 1,500.00 USD =Seledt Action= v | Go
P 0000000085 PTPA11 MDJUD 0111412012 Approved Valid 1,000.00 USD <Seledt Action= v Go
b 0000000094 PTP221 MDJUD 0112013 Open Not Chid 250000 USD <Select Action= + | G
b 0000000093 fest MDJUD 011112013 Approved Not Chid 250000 USD <Select Action= - G
b MULTI REQT MULTI_REQA MDJUD 011012013 Approved Valig 351000 USD <Select Action= + | G
b 0000000092 feat MDJUD 01H0/2013 Open Not Chid 750,00 USD <Select Action= - G
b OPENREQBK OPENREGBK MDJUD  01/08/2013 Open Not Chid 0.00 USD <Select Action= + | G
b 0000000091 0000000091 MDJUD 0160812013 Received Valig 10,000.00 USD <Select Action= - G
b 0000000090  Grant Service MDJUD 0110812013 Received Valig 10,000.00 USD <Select Action= + | G
b 0000000088 224EditReq MDJUD 0110812013 Approved Error 20,450.00 USD <Select Action= - G
b 0000000088 0000000088 MDJUD  01/07/2013 PO(s) Canceled Valid 0.00 USD <SslectAction= - Go
P 0000000087 0000000087 MDJUD  01/07/2013 Approved Valig 100.00 USD =Select Action= ~ | Go
< I | »

Step

Action

The Manage Requisitions page displays.

Use this page to enter criteria and search for the requisition you desire to copy.

Click the Select Action list on the line of the Req you want to access. The pull-
down will list the actions that are possible for this line.

| <select Action- -]

Select the Copy Requisition option for PTP.1.1.2.
I Copy Requisiion |

Simply selecting the action from the list is not enough. You must also click
the Go button.
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ORrRACLE

Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out

Favorites - Main Menu

Create Requisition Requisition Summary

‘E‘ 1. Define Requisition [E 2 Add items and Services Eg 3. Review and Submit Bescripfion i OM)

2 1.Define Requisition % New Parking Lot 1 EA

Review the details of your requisition, make any necessary changes, and submit it for approval Construction

Business Unit: MDJUD | Administrative Office of Court “Currency: uso Toanes ‘snn o0
- Total Amount (USD).

Requester: tammy.sitar @ Sitar, Tammy Priority: edu ‘otal Amount (USD).

Requisition Name: ]

Requisition Lines €
Line Description Vendor Name Quantity uom Price

PE New Parking Lot Construction 1.0000 Each 500.00000
[F] Select All/ Deselect Al Total Amount: 5
e Add to Favorites [ Addto Template(s) = Modity Line / Shipping / Accounting @ oe

N

[T send to Vendor [T show at Receipt ] shown at voucher [ Approval Justification

@ Check Budget [i=8 Pre-Check Budget

B Save & submit sl save & preview approvals || % Cancel requisition Eind more items A
< m L3

The Create Requisition page displays.

Use this page to assign the new requisition name, modify the quantities, vendor
selection, or other specifics to be copied on the requisition.

The requisition has been copied.

A new requisition name is required. For this example, enter "PTP.1.1.3" into
the Requisition Name field.

Click the Check Budget button.
|8 Check Budget

10.

Click the Save & submit button.

This will cause the Req to enter the Approval Workflow process. Once the Req has
been fully approved, the system will send a notification e-mail to the requester.
| _ E'u Save & submit
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OrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favo_riles Ma\n'Menu
Confirmation Description Qty UOM
New Parking Lot 1 EA
Construction
Requested For: Sitar, Tammy Number of Lines: 1
Requisition Name: PTP113 Total Amount: 500.00 USD iz:z: E;:Sum sy 150,, o
Requisition ID: 0000000098
Business Unit: MDJuD
Status: Approved
Priority: Medium
Budget Status: Not Checked
Edit Requisition Check Budget Pre-Check Bu
View printable version Manage R ti Create New R
| »
Step Action
11. The Confirmation page displays.
It confirms that a new copy of a requisition has been created with a new name.
12. Click the Check Budget button.
Check Budget
13. The Budget Status should be "Valid" after the Budget Check has been run.
14. You have successfully completed the Copying a Requisition topic.

You have learned to:

- search for a requisition

- create a copy of the requisition

- assign a new name & save the copied requisition.
End of Procedure.

1.5 Adding Favorites (Items) on a Requisition

Items in the item catalog that are purchased frequently can be identified as a favorite for your
User ID. Instead of selecting the item or service each time a requisition is created, the item or
service can be selected from the favorites (items) list to create the requisition.

After completing this topic, you will be able to:

select an item from the catalog
save the item to the favorites list
save and submit the requisition
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Procedure

In this topic, you will learn how to add an item to favorites (items) on a requisition.

Step Action

1. Begin by navigating to the Create Requisition page.
Click the eProcurement link.
2. Click the Create Requisition link.

Ereate Requisition

ORACLE

Home | Workiist | MuliChannel Console | AddtoFavorites | Sign out
Favorites © Main Menu > eProcurement > Create Requisition

Create Requisition

Specify Business Unit and Requester

*Business Unit: MDJUD  |Q Administrative Office of Court Total Lines. 0
0
“Requester; Q Total Amount ()

OK

Step Action

3. The Create Requisition - Specify Business Unit and Requester page displays.

Use this page to identify yourself and the business unit to which you belong.

4, Enter the desired information into the Requester field. For this example,
enter "tammy.sitar".
5. Click the OK button.
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Step

Action

6.

The Create Requisition - 1. Define Requisition page displays.

Use this page to assign a name to the requisition and set a priority.

Enter the desired information into the Requisition Name field. For this example,
enter "Office File Labels".

Click the Continue button.

NOTE: You will continue to 2. Add Items and Services. This is the next step in
the requisition creation process.
| Continue |

ORACLE
Home | Workiist | MuliChannel Console | AddtoFavorites | Sign out

Favorites © Main Menu

Edit Requisition

Requisition Summary
||f‘ 1. Define Requisiti [E 2 Add Items and Services B, 3.Review and Submit Description Gty UOM
g & Labels and File Stickers | 1 PK.

‘Add lines to the requisition, specifying the necessary to procure each item or service.

Search: [ <. Search Total Lines: 1

TR Eavorites | Templates | Services | Foms | Web | Special Request Total Amount (USDJ. a0
Browse Catalog €

*Select a catalog: DISTRICT COURT ITEMS [=] « Choose from available catalogs in the

D District Court Cai dropdown list

« Navigate calegeries by clicking folders
+ View items in a category by clicking the
category name
+ Use the checkboxes o select categories
to search below
B —
Search contains all of the following search fields enterad:

Description: [ G, search
Search Seffings
Manufacturer:

Manufacturer’s Item ID:

Vendor Item ID:

Item ID:

[
[
Vendor: [
[
[
UPN ID: [

[[include Images

Review and Submit

Step

Action

The Add Items and Services page displays.

Click the District Court Category button.

10.

Click the OFFICE SUPPLIES link.

|OFFICE SUPPLIES
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Favorites - Main Menu > eProcurement > Create Requisition

2 MISCELLANEOUS

Search Catalog @

Training Guide

| AddtoFavortes | Sign out

0 ines on this request
Please add new line in order to save
this requisition

Search contains all of the following search fields entered:

Total Lines: o
Total Amount (USD)- o

Description: (% search |
Search Sefinas
Manufacturer:

Manufacturer’s Item ID:

Vendor Item ID:

Item ID:

[
[
[
Vendor: [
[
[
[

UPN ID:

Include Images

sort Items: Show Images
Item Description =] Fust@ 1 -5 of 5 [§ Last
Item Description Vendor Manufacturer Price UOM  Quantity
[ |Computer. Personal o
Computer, Parsonal HGCI HARTFORD 800.00000 USD Each 1.0000 oAl
desktop
Coolers. Drinking Water, DEER PARK
Renfa WATER & 350.00000 USD Each 10000 [ F% Add
Labels File Stickersand ~ ABC TEST r i
Labe COMPANY &" Apple, Inc. 150.00000 USD Each 10000 | FB  Add R
Labels and File Stickers Apgle, Inc. 150.00000 USD 5510 1.0000 # o ad
Pack
71 Tact tam annia Ine a&nnnanniien Eacn [ 4 nnan [ &
Select All | Deselect All
L (A [ Add fo Faverites | (&) Compare ) i
[l — n J 3

P0O220 Purchasing Goods and Services

Step

Action

11.

Click the Labels and File Stickers option.

12.

Click the Add to Favorites button.
| | i Add to Favorites

50

i . state.md.us: L XS

[@ nitpsoraciets courts.state.md.usi 13080 pscftst_3/EMPLOYEE/ER B

he following item(s) were added to your favorites:
Labels and File Stickers

|G, search
Search Settings

[71Do not show this message again

Show Images
5 [ Lest

o s

Item Description

Manufacturer Price UOM  Quantity

80000000 USD Each 1.0000 ‘ o Add

Vendor

Computer_Personal
Goskion HGCI HARTFORD i

| MuliChannel Console | AddfoFavorites |  Sign out

There are no lines on this request.
Please add new fine in order o save
this requisition

Total Lines:
Total Amount (USD).

W | '

=] |Coolers. Drinking Water, |DEER PARK
Renta WATER & 350.00000 USD Each 10000 | #E Add
Lanets,Fue Stckers and égﬁn;iﬁ]«" & Apple, Inc. 150.00000 USD Each 10000 | A B
Labels and File Stickers Apple, Inc. 150.00000 USD 810 1.0000 = Add
Pack
=1 [Tact ttam Annla Ine 4EN ADANA 1SN Earh 1 ananl EE ad
Select Al/ Deselect All
o Add [T ‘Add to Favoriies i [Ga Compare | )|
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Step

Action

13.

A Confirmation window displays.

Click the Close button.
Close I

14.

Click the Add button.
B Add |

15.

Click the Favorites tab.

ORACLE
Home | Workiist | MuliChannel Console | AddtoFavorites | Sign out

Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition
||f‘ 1. Define isiti Ef 2 Addltems and Services \g 3. Review and Submit L ZpL
Labels and File Stickers 1 PK
Add lines to the requisition, specifying the i necessary to procure each item or service.
Search: [ Q. search Tolal Lines 1
Total Amount (USD). 150,00

Catalog @9 Templates | Services | Forms | Web | Special Request

S il
Group Name Description

= @  Ungrouped liems

Personalize | Find | view Al | BL | 3 First
Type Description Vendor Name  Status Price. uom Quantity
(s Bl [Fax Sham FO208120ppm Aciive 1000.00000USD EA 1.0000
B Labels and File Stickers Active 150.00000 USD PK 1.0000
[ Select All/ Desolect Al
L% Ak [ Addio Favorites Groupis) [l Delete from Favorites % Addto Tempiate(s)
Review and Submit
a i '

Step

Action

16.

The Favorites tab displays.
Verify that the item(s) you selected as favorites are listed here.

Click the Review and Submit link.

Eeview and Submit
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MultiChannel Console |

Addto Favorites | Sign out

Requisition Summary
2.Add Items and Services EH,  3.Review and Submit ‘ Description Gty Uom
+ k. Labels and File Stickers | 1 PK
ails of your requisition, make any necessary changes, and submit it for approval
Total Lines: 1
Administrative Office of Court *Currency: usD Total Amount (USD)- 150.00
St Tamey o [
pme: Office File Labels
nes ©
Description Vendor Name Quantity UoM Price Total L
Labels and File Stickers STAPLES 1.0000] Cello Pack 150.00000 150,00
Consolidate with other Reas Override Suggested Vendor
ne: 1 Due Date: 03/05/2013 [  Quantity: 1.0000 Price: 150 00000 =
Aciive *ship To: 02 € Modify Onefime Address
[sitar, Tammy
v seetchar: [ Q
Personalize | Find | First K11 071 0 1ant
Y T T T T @ G —— |
fus DistType  *Location Quantity Percent Merchandise Amt GL Unit
n 0z Q 1.0000) [ 100.0000 150.00[MDJUD | Q =
i/ Deselect All Total Amount: 150.00 USD
Pre-Encumbrance Balance: 150.00 ysp
Add to Favorites. || B Add to Templates) || 2 Medify Line / Shipping / Accounting |G Delete |

ndor

Show at Receipt

Shown at Voucher

Approval Justification

s

ction_win0{dec

"GOTO_UINE_DTLS30); |————————————— —

Step

Action

17.

Click the Line Details button.

The Review and Submit page displays.

Favorites - Main Menu

| MuliChannel Console |

Addto Favorites | Sign out

Merchandise Amt: 150.00 usp
Category: OFC_SUPPLIES

Description: OFFICE SUPPLIES

Buyer: KJONES Q
Vendor: T
Vendor Location: T
Vendor's Catalog: [
Vendor Item ID: [
Manufacturer ID: WPPLE &
Manufacturer: Apple, Inc.

Manufacturer's item ID: 12345678 Q
Physical Nature
RFQ Required ["Izero Price Indicator

["I Device Tracking Stockless ltem

Confiquration Info

[ oKk | Cancal |

Create isiti
REIIUiSDII Summary
Line Detalls I_I:::Irs‘::'l:;ll:i\e Stickers m: U?::(
Line: 1 Labels and File Stickers Line Status: Approved Total Lines: B
~ Item Details @ Total Amount (USD). 150.00

» Contract @
* Sourcing Controls @

View Hierarchy.

Buver Information

UPNID:

Amount Only
Inspection Required
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Step Action

18. The Line Details page displays.

Use this page to assign a vendor and identify a few other specifics about the line
item.

19. Click the Look up Vendor (Alt+5) button.

Look Up Vendor
SetlD: SHARE
Vendor ID: [begins with [=][

Short Vendor Name: begins with [~]|

| LookUp || Glear || Cancel |Basic Lookup

Search Results
Only the first 300 results can be displayed
100

Our | Old
Vendor|D | Short Vendor Name Vendor Name 1 Customer Vendor
Number ~ |D

Eﬁﬁﬁﬁﬁ
(ol il 5y

BEEEEEE
EEEEEE

lank)  {blank)
(blank)
(plank)
(blank)
(plank)
(blank)
(blank)
(blank)
(blank)
(blank)
(plank)
(blank)
(blank)
(plank)
(blank)
(plank)
(blank)
(blank)
(blank)

(060000 CROBERTS-HOME Charles D. Roberts

0000000002 225646768-MAIN  VERIZON WIRELESS

0000000003 804921036-MAIN  MARYLAND POLICE SUPPLY

0000000004 412654100-MAIN  BALTIMORE GAS & ELECTRIC (BGE!
0000000005 915254679-MAIN ~ PRICE WATERHOUSE COOPERS LLP (PWC)
0000000006 213559173-MAIN  ARAMARK FOOD SERVICES

0000000007 SUZAN REED-1  Suzzanne Reed

0000000008 789632541-MAIN  SERVICE MASTER CLEAN

0000000009 STAPLES01-1 STAPLES

0000000010 453526648-MAIN  HGC| HARTFORD

0000000011 131968872-MAIN  SHARP BUSINESS SYSTEM

0000000012 803253337-MAIN  DEER PARK WATER

0000000013 435289473-MAIN  RELIABLE LANGUAGE SERVICES

0000000014 133221730-MAIN  J4P ASSOCIATES

0000000015 123456789-003 AOC TEST VENDOR

0000000016 521052280-000 CUMBERLAND BROADCASTING CO T/A WCBC RAD
0000000017 212889453-000 KIMBERLY K AVERELLA

0000000018 044783731-000 JENNIFER A AHERN

0000000019 587886504-000 VIRGINIA A HOWARD

0000000020 141344649-000 ARTHUR H BILL (blank)
0000000021 2170620958-000 MICHAEL D MILSTEIN {(blank)
0000000022 376906454-000 AMANUEL BIEDEMARIAM (biank),
0000000023 521487462-000 TRANSCEN INC MID ATLANTIC ADA CENTER (blank)| '~ |

BEEEZE

4
&
&
=
z
Z

Eﬁﬁﬁﬁﬁ
il i ol
5zl E
ZE(E EE B

‘ork General Parinershij

EEEEEEEEEEEREE

e

EEEERE!
5 EE 58
EEEEE
EEEEE

B
=

Step Action

20. The Look Up Vendor page displays.

Use this page to search for a vendor.

21. Enter the desired information into the Short Vendor Name field. For this example,
enter "staples".

22. Click the Look Up button.

23. Click the 0000000009 link.

NOTE: You will be returned to the Line Details page.
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Message

Vendor item price is not available - use item standard price. Line 1, Item DC-5 (10200187}

The vendor item price was not setup, or the corresponding UOM
doesn't meet the minimum requirements. The item standard price is
used instead.

Step Action
24. Click the OK button to accept the notification message.

W
El

25. Click the OK button.

Home | Wordst | MuiChannel Console | AddtoFavortes | Sign out

Favorites - Main Menu > eProcurement > Create Requisition

Create Requisition —
Requisition Summary
‘EL 1. Define Requisition 2. Add Items and Services 3. Review and Submit Description uom
al Labels and File Stickers 1 PK
Review the details of your requisition, make any necessary changes, and submit it for approval.
Total Lines: 1
Total Amount (USD)’ 150.00

Business Unit: MD. Administrative Office of Court *Currency: UsD

fammysitar @ Sitar, Tammy Priority: Mediu
Requester Name
Sitar, Tammy

“Requester:
Requisition Name:

Requisition Lines €

Vendor Name
1 Labels and File Stickers STAPLES Cello Pack 150.00000 i
Consolidate with other Reqs Override Suggested Vendor
Shipping Line: 1 Due Date: [ B Quantity: Price: 150.000
Status: Active *Ship To: 2 '@ Modii Onetime Address
Attention To: [Sitar, Tammy J

B o e —

Accounting Lines

Personalize | Find | 1B

{ Catiokis | pelats | Delals2 | fssol informalion | AssetInformation 2 | Gusigel Inommaion
Dist Type *Location ‘Quantity Percent Merchandise Amt ‘(l Unit
|1 Open P2 & 10000 [ 100.0000) 154:,00‘0,
Select All/ Deselect All Total Amount: 1
“le  AddtoFavorites /[T Addto Templaters) | 2 Modity Line / Shipping / Accounting [T Det

Send to Vendor Show at Receipt Shown at Voucher Approval Justification

(= Check Budget =t Pre-Check Budgel ]

(T ST - - - . e - N P | Find esnce Boamn AT
P m )
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Step Action

26. The Review and Submit page displays.
Enter the desired information into the Due Date field. For this example,
enter "03/05/2013".
217. Click the Collapse Section button.
[=]
28. Click the Save & submit button.
| L-!n Save & submit |
Favorites - Main Menu > eProcurement > Create Requisition e
Confirmation
Requisition Name: omc; File La‘.bels :::Ib:n:fu:::“ 150 D; usD E::: I:‘n“:"" (usDy. ‘15" w
Priority: Medium
Edit Requisition Check Budget Pre-Check Bu
[ »
Step Action
29. The Confirmation page displays.
Click the Check Budget button.
Check Budget
30. After a budget check of available funds has been executed, the requisition has a
budget status of "Valid".
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Step Action

31. You have successfully completed the Adding Favorites (Items) on a Requisition
topic.

You have learned to:

- select an item from the catalog

- add the selected item to favorites
End of Procedure.

1.6 Creating a Personal Template

You may create a personal template to use for the creation of future requisitions and eliminate
redundant data entry. For example, you may want to create a personal template for training that
your office is required to take every quarter. The template can contain vendor and line
information and the amount.

Line attributes, such as the "Amount Only" option, or accounting information is not saved to a
template because these values can change from one transaction to another.

A template is very similar to a Favorite except that a Template includes several items that are
combined on the template. A Favorite includes a single item. For example, a Template could
include a Laptop, a Mouse and 2 speakers. If someone ordered 5 of the template, the order that
resulted will be for 5 Laptops, 5 Mice and 10 speakers.

Use the template every time you need to create a requisition for goods or services that are needed
on a frequent basis to save yourself time.

NOTE: Creating a personal template for requisitions is very similar to creating a requisition.
However, you are not required to submit or budget check a template. No funding information is
added to the template.

After completing this topic, you will be able to:

e create a template for a requisition

Procedure

In this topic, you will learn how to create a personal template for your requisitions.

Step Action

1. Begin by navigating to the Create Requisitions page.

Click the eProcurement link.

[ eProcurement]
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Step Action
2. Click the Create Requisition link.
Ereate Requisition
Favorites MI|U > eProcurement > Create Requisition R l L ‘ e l fedafa b l S
Create Requisition o -
Specify Business Unit and Requester e
*Business Unit: MDJUD  |Q Administrative Office of Court ;u:::irr:;unln) :
*Requester: Q
Step Action
3. The Create Requisition - Specify Business Unit and Requester page displays.
Use this page to identify yourself as the requester.
4, Enter the desired information into the Requester field. For this example,
enter "tammy.sitar".
5. Click the OK button.
6. The Create Requisition - 1. Define Requisition page displays.
Use this page to assign a name to the requisition.
7. Enter the desired information into the Requisition Name field. For this example
enter "New Office Furniture".
8. Click the Continue button. The 2. Add Items and Services page will display.

Continue
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Favorites Main Menu > eProcurement > Create Requisition
? Help
igiti Requisition Summary
Create Requ isition There are no lines on this request
= =] Pl dd i rder t
|E‘ 1. Define isiti Ek 2 Addltems and Services g 3. Review and Submit o roaantion | o2
Add HHEIS to the TQIIISI(IOH specifying the necessary to procure each item or service. Q _— Total Lines: 0
Total Amount (USD)’ 0
Catalog Templates || Services | Forms | Web | Special Request
L s i
Group Name Description
= @  Ungrouped liems
Personalize | Find | view Al | BL | 3 First
Type Description Vendor Name  Status Price. uom Quantity
(s Bl [Fax Sham FO208120ppm Aciive 1000.00000USD EA 1.0000
=] Labels and File Stickers Active 150.00000/USD PK 1.0000
7 Select All/ Deselect Al
L At & AddtoFavorites Group(s) |  Delete from Favorites B Add to Template(s)
Review and Submit
< I »

The Add Items and Services page displays.

special request item type as an example.

Click the Special Request tab.

| Special Request

A template can be created for any requisition. The line items can come from the
catalog, services, a special request, etc. For this topic, we will use and focus on a
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OoRrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites ~ Main Menu > eProcurement > Create Requisition
2 Help
isiti Requisition Summary

Create Requisition There are no lines on this request.

= = Please a0d new | der t

|E‘ 1. Define Requisition E!; 2. Add Items and Services g 3. Review and Submit o roaantion | o2
Add lines 10 the reguisition, specifying the necessary to procure each item or service. .

Search: [ @, search Jotatnes N

Total Amount (USD)- o

Catalog | Favorites | Tempiates [ Services | Foms web  {EFEEEETRICRY

Special ttem Request an item that is not listed in the Catalog

Fixed Cost Service Request a ane-time service for a flat fee.

Variable Cost Service Request a service for which the fee is based on the time worked

Time and Materials Request a service for which the fee is based on the time worked and materials used

Review and Submit

Step Action

10. The Special Request tab displays.

Click the Special Item link.

11. Enter the desired information into the Item Description field. For this example,
enter "Cherry Wood Executive Desk".

12. Enter the desired information into the Price field. For this example, enter "2695".
13. Enter the desired information into the Quantity field. For this example, enter "1".
14, Enter the desired information into the Unit of Measure field. For this example,

enter "ea".

15. Enter the desired information into the Due Date field. For this example,
enter "03/07/2013".

16. Click the Category Lookup button.
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OoRrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites = Main Menu > eProcurement > Create Requisition

2 Help

Create Requisition

Look Up Category

Note: You may either Search or Browse to look up the appropriate category for your special request.

n
Total Amount (USD)- o

Search By | Category [=] Find
[Categories personalze | Find | view s | B |

Catalog Category Description

1 #
|

Return

Step Action

17. The Create Requisition - Look Up Category page displays.
Use this page to enter criteria and search for the specific category the item will be
associated.

18. To perform a general search and view all available categories, do not enter anything

in the Search By field.

Click the Find button.

19. Click the DISTRICT_COURT link for the Office Furniture category or click the
OFFICE FURNITURE link.
20. Click the Vendor Lookup button. This is not necessary at this time for a template.

Vendors change. Since this is a template, leaving this field blank will be fine.

In normal circumstances like when you are actually creating the requisition, if there
is a specific vendor in mind that has an inventory of such a product, identify the
vendor.

21. Special notes to the vendor can be included on the template. This can be a note of
something that is required to be done no matter what vendor is chosen. A note such
as "Signature required upon delivery."

Enter the desired information into the Additional Information Comment
Box field. For this example, enter "Desk for new office".
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Step Action

22. Once you enter your comments, below the box you can select if you would like to:
1) include the note for the vendor to see, 2) show the comments at receipt, or 3)
show the comments on the voucher.

23. Click the Add Item button.

Add ltem

24. Click the Templates tab.

Templates

ORACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favo_riles Ma\n'Menu > ePrn(llvrement > Create Requisition
2 Help
isiti Requisition Summary
Create Requisition 5 o
‘E‘ 1. Define Requisition [Et 2 Add tems and Services E&  3.Review and Submit QeI Emmio | B

Add lines to the requisition, specifying the necessary to procure each item or service.
Search: 2, search Tolal Lines 1
Total Amount (USD). 2695.00

Catalog | Favorites | ) Sevices | Forms [ Web | Special Request

Description Quantity
Review and Submit

Step Action

25. The Templates tab displays.

There are currently no templates available. If this is the first time you have created a
template, there will not be any identified templates. Once you complete this topic,
this will be the first template created.

Click the Review and Submit link.
Feview and Submif

26. Click the Cherry Wood Executive Desk option.
217. Click the Add to Template(s) button.

|5 Addto Templates) |
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OoRrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites = Main Menu > eProcurement > Create Requisition

FNewWindow 7 Help [5’ Personalize Page B niip
Add Selected Items to Template(s) Description Qty UOM
‘You have no Personal Template(s). Desk

Total Lines: 1
Total Amount (USD): 269500

Template Name:

Description:

oK Cancel

Step Action

28. The Add Selected Items to Template(s) page displays.
Assign a name to the template that will be meaningful to its purpose.

Enter the desired information into the Template Name field. For this example,
enter "New Executive Office".

29. The Description field allows you to provide a little more detail about the template
and what line items may be included in it.

Enter the desired information into the Description field. For this example,
enter "Template for Executive Offices".

30. Click the OK button.
OK
31. You have successfully completed the Creating a Personal Template topic.

You have learned to:
- create a template for multiple use
End of Procedure.

1.7 Using a Personal Template to Create a Requisition

After creating a personal template, it can be used to create future requisitions. If necessary, you
may modify a requisition once it has been created from a template. For example, you may need
to increase/decrease the amount or quantity on a line or add a new line. Changes made to the new
requisition are not reflected in the personal template.
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Before creating a new requisition, you should perform a funds availability check to avoid budget
checking errors. Once the requisition has been created from a template, it is processed like any

other requisition.
After completing this topic, you will be able to:
e access your personal templates
o use the template to create a new requisition

e save and submit the requisition
e budget check the requisition to commit funds

Procedure

In this topic, you will learn how to create a requisition using a personal template you created.

Step Action

1. Begin by navigating to the Create Requisition page.
Click the eProcurement link.
2. Click the Create Requisition link.

Ereate Requisition

Favorites - Main Menu > eProcurement > Create Requisition

2 Help
Create Requisition

Specify Business Unit and Requester

*Business Unit: DiuD @ Administrative Office of Court
*Requester: Q

OK

ORACLE
Home | Workiist | MuliChannel Console | AddtoFavorites | Sign out
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Step Action

3. The Create Requisition - Specify Business Unit and Requester page displays.
Use this page to identify yourself as the requester.

4, Enter the desired information into the Requester field. For this example,
enter "tammy.sitar".

5. Click the OK button.

ORACLE
Home | Workiist | MuliChannel Console | AddtoFavorites | Sign out
Favorites ~ Main Menu > eProcurement > Create Requisition
2 Help
it Requisition Summary

Create Requisition There are no ines on this requesl.

= - = ) 5 p Please add new: | der i

‘D;: 1. Define Requisition E‘% 2. Add ltems and Services E\ﬂ, 3. Review and Submit Wisrequston e
Specify requisition name, requester, and other information that applies to the entire requisition. Total Lines 0
Business Unit: Q. Administrative Office of Court Total Amount (USD). o
“Requester: tammy.sitar Q_ sitar, Tammy *Currency:

Requisition Name: Priority: Medium

[ Li 3

Continue

Step Action

6. The Define Requisition page displays.

Enter the desired information into the Requisition Name field. For this example,
enter "New Executive Ofc - Director".

7. Click the Continue button.
Continue
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ORrRACLE
Home | Workiist | MuliChannel Console | AddtoFavorites |  Sign out
Favn'rites MalnvMenu > ePrDm_remenl > Create Reguisition
2 Help
isiti Requisition Summary
Create Requisition o s request
‘E‘ 1. Define Requisition [Es 2 additems and Services Bl 3 Reviewand Submit | ° moroerto

Add lines to the requisition, specifying the necessary to procure each item or service.

Total Lines: o
Search:
BommnSocit Total Amount (USD) 0
Catalog | Favorites | (FTTIECO) Services | Foms [ Web | Special Request
[ Templates @
Description Qu

I Template for Executive Offices

Review and Submit

Step Action
8. The 2. Add Items and Services page will display.
The template that you created in the previous topic is listed under the Templates
tab. This is the template you will use to create your requisition.
9. Click the Expand Section button.
(]
10. Click the Add button. If there is more than one item below, you may need to select
which one(s) you want to add.
B A |
11. Notice that the Requisition Summary in the top of the page automatically updates.

Click the Review and Submit link.
Review and Submit
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ORrRACLE

Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites = Main Menu > eProcurement > Create Requisition
2 Help =

Create Requisition Requisition Sumt -
‘E‘ 1. Define Requisition [Et 2 Add tems and Services E& 3. Review and Submit QeI Emmio | B
adal es
Review the details of your requisition, make any necessary changes, and submit it for approval.
Total Lines: 1
Business Unit: MDJUD Administrative Office of Court “Currency: UsD Total Amount (USD). 2,695.00
*Requester: flammysitar ——|@ sitar, Tammy Priority: Mediu
Requester [T

Requisition Name: "
tammy.sitar Sitar, Tammy

Requisition Lines €

Line Description Vendor Name GQuantity UOM s
b Cherry Wood Executive Desk 10000 Each 2,695.00000 2
[F] Select All / Deselect All Total Amount: 2,6¢
e Add to Favorites [, Addto Template(s) T2 Modify Line / Shipping / Accounting i} Del 2

Comments @

[C] send to Vendor [C] show at Receipt [C] shown at Voucher [C] Approval Justification

@ Check Budget =" Pre-Check Budget

B Save & submit Wzl Save & preview approvals x Cancel requisition Find more items A
« i r

Step Action

12. The 3. Review and Submit page displays.

Use this page to enter the edits to the line item(s). Updates to the quantity of the line
item, enter comments, and enter the appropriate accounting line to charge the
request against.

13. Click the Modify Line / Shipping / Accounting button.
=2 Modify Line f Shipping { Accounting |
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OoRrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites ~ Main Menu > eProcurement > Create Requisition
2 Help
Create R Requisition Summary
i Qty UOM
Modify Line / Shipping / Accounting SZ;’D’ Wood Executive 1 EA
Line Information
Note: The information below does not refiect the data in the selected requisition lines. Wnen the 'Apply' button is clicked. the data entered Tolal Lines: . 1
on this page will replace the data in the corresponding fields on the selected lines Total Amount (USDJ: 269500

Vendor ID: aQ Vendor Location: a

Buyer: Q Category: aQ
Ship To: Q Wodify Onetime Address
Due Date: | Attention:

Accounting Information
Details || Asset Information

Personalize | Find | B | 7

Percent  Location GL Unit A

P PCA Fund  Account Program  AREMOP  pppop

Number
T lamwo [ el lal lal &l lal al |
. W .

Load Values From Defauts
Apply || Cancel |

Step Action

14. The Modify Line / Shipping / Accounting page displays.

The accounting line may default in for you. However, in the event there is no default

accounting line present, enter the appropriate accounting line. For this example,
click the Load Values From Defaults link.

|Luad Values From Defaultg
15. Click the Apply button.
Apply
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OoRrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out

Favorites - Main Menu > eProcurement > Create Requisition
2 Help

Distribution Change Options
Description Qty UOM
Cherry Wood Executive 1 EA|
For the selected requisition lines, apply distribution changes to Desk
i@ Al Distribution Lines Total Lines 1
Total Amount (USD). 2,695.00

Apply changes to all existing distribution lines

O matching Distribution Lines
Apply changes to each existing distribution line by matching the distribution line numbers.

(© Replace Distribution Lines
Remove the existing distribution lines and replace with the distribution lines changes

ok | Cancel

Step Action

16. The Distribution Change Options page displays.

Use this page to accurately distribute the funding across the entered accounting
lines.

17. For this example, accept the default to All Distribution Lines and click
the OK button.
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OoRrRACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites - Main Menu > eProcurement > Create Requisition
? Help
e ege Requisition Summary
Create Requisition : Qty UOM
‘E‘ 1. Define Requisition [Et 2 Add tems and Services E& 3. Review and Submit FEETATEIEED |3
i es
Review the details of your requisition, make any necessary changes, and submit it for approval.
Total Lines: 1
Business Unit: VIDIUD_ | Administrative Office of Court *Currency: UsD | | [Tetal Amount (USD). 26500
*Requester: tammy sitar Q@ sitar, Tammy Priority: Mediu!
Requisition Name: New Executive Ofc - Director
Requisition Lines €
b1 Cherry Wood Executive Desk 10000 Each 2,695.00000 2
Select All/ Deselect Al Total Amount: 25¢
i Add to Favorites 1 Add to Template(s) T Modify Line / Shipping  Accounting i Del &

[[] send to Vendor [C] show at Receipt [C] shown at Voucher [C] Approval Justification
[o] Check Budget =" Pre-Check Budget
B Save & submit sl Save & preview approvals x Cancel requisition Find more items A

< i »

Step Action

18. The Review and Submit page displays.

Enter the desired information into the Comments field. For this example,
enter "Sign upon delivery".

19. Click the Send to Vendor option if you wish to have the vendor see the comments
you provided.

||:| Send to Ven doﬂ

20. Click the Save & preview approvals button.
| |E| Save & preview approvals

21. You may desire to perform a pre-check to determine if funds are available for the
purchase. If no funds are available, a message will display.

Before submitting the requisition for approval and to perform a pre-check, click
the Pre-Check Budget button.

=3 Pre-Check Budget |
22. Click the Save & submit button.
| E'u Save & submit |
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Favorites - Main Menu > eProcurement > Create Requisition e
o
Confirmation é’ﬁ:?;"&'?;“m Executive m:ug:
Requisition Naine: Z:\:I::::;e ofc - ::L:‘lh:n:fu::“ 2,695, D; usD E::: I:'H“Zi"' {VsD). ‘2'595 o
Priority: Medium
Edit Requisition Check Budget Pre-Check Bu
[ »
Step Action
23. The Confirmation page displays showing that after having performed the pre-check
the Budget Status is "Provisionally Valid". This means that there is enough funding
in the budget to cover the proposed request.
24, Click the Check Budget button.
After a successful check of the budget, the Budget Status will change to "Valid".
Check Budget
25. You have successfully completed the Using a Personal Template to Create a

Requisition topic.

You have learned to:

- access your personal template

- use the template to create a requisition
- perform a pre-check of the budget
End of Procedure.
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Lesson 2: Managing Requisitions

Lesson Overview

You can access existing requisitions from the Manage Requisitions page. Use this page to view
requisition information or access associated transaction inquiry pages, view approval status, edit,
cancel, budget check and re-open requisitions. Upon navigating to this page, requisitions created
within the last week appear in the retrieved results. In this lesson, you will learn how to use the
Manage Requisitions page to update, cancel, budget check and re-open a requisition.

The following search options provide multiple ways of finding existing requisitions:

o Requisition Name: Requisitions may be given a description upon creation. If there is no

description provided by a user, the system assigns the requisition ID by default.

Requisition ID: Every saved requisition is assigned a unique ID.

Request Status: Search for requisitions by Request status.

Budget Status: Search for requisitions by Budget Status.

Date From and Date To: Search for requisitions by creation date.

Requester: Search by the requester ID. The requester is the initiator of the request.

Entered By: Use this field to search for a requisition by the user ID of the person who

entered the request into GEARS; this person may not be the requester.

e PO ID: If a purchase order has been created from the requisition you are looking for, use
the PO ID field to enter the unique ID of the purchase order associated with the
requisition.

Viewing the Requisition Lifecycle

After finding a requisition on the Manage Requisition page, you can monitor a requisition as it
goes through the Procure-to-Pay life cycle. The Requisition Lifecycle displays a requisition as it
is created, approved, sourced to a PO, items are received, and the vendor invoice is entered and
sent for payment by the State. You can click on links that allow you to access details about a
transaction, if desired. The Requisition Lifecycle is displayed below.

.

- bmerake . " LiL1iga e o
Requafio Aporovas iventory Ot - Receiig Refurng V0ice jment

Lesson Objectives
After completing this lesson, you will be able to use the Manage Requisitions page to:

Update a requisition

Cancel a requisition

Re-open a requisition

Budget check a requisition

View requisition budget exceptions
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2.1 Editing a Requisition
A requisition can be updated before it has been approved. Updates may be needed for a number

of reasons and may include increases / decreases to the requisition amount, changes to the
funding source used, among other reasons.

Considerations

o If the requisition has been approved but has not been referenced on a purchase order, you
must cancel the requisition and create a new one. (NOTE: Canceling a requisition is
discussed in the Canceling a Requisition topic).

o If you need to make changes to a requisition that has already been approved and sourced
to a purchase order, contact the Department of Procurement and Contract Administration
or the purchase order buyer for instructions.

o If changes to the accounting information for requisition or the amount are made, you
must budget check the requisition again.

After completing this topic, you will be able to:

o use the Manage Requisitions page to access an existing requisition
e update a requisition and save changes
e re-submit requisition changes for approval

Procedure

In this topic, you will learn how to search for a requisition and edit the quantity amount of one of
the line items.

Step Action

1. Begin by navigating to the Manage Requisitions page.
Click the eProcurement link.

2. Click the Manage Requisitions link.
Eanage Requisitions

3. The Manage Requisitions page displays.

Use this page to search for a requisition and select the requisition to be updated.

Please note that Req Names are displayed here. If you know the Req Name, it
makes it much easier to find the Req.
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Step Action

4. View the list of available requisitions. Select the desired requisition. For this
example, click the <Select Action> list for Requisition 1D 0000000168.
| <select Action= -

5. Click the Edit Requisition list item.
[Edit Requisition |

6. Click the Go button.

ORACLE
Home | Workiist | MuliChannel Console | AddtoFavorites | Sign out

Favorites -~ Main Menu
? Help

Edit Requisition [Requisition Summary ] —
‘E‘ 1. Define Requisition El; 2. Add Items and Services \g 3. Review and Submit Labels and File Stickers | 1 PK
Review the details of your requisition, make any necessary changes, and submit it for approval. Total Lines: 1

Total Amount (USD): 150.00
Business Unit: MBJUD | Administrative Office of Court “Currency: )
Requester: tammy sitar Sitar, Tammy Priority: Tedu

Requisition Name: Office File Labels
Requisition Lines €3

P E1 Labels and File Stickers STAPLES 1.0000 Cello Pack 150.00000
[C] Select All/ Deselect All Total Amount: 1 3
Pre-Encumbrance Balance: 1
i Add to Favorites 1 Add to Template(s) T Modify Line / Shipping  Accounting i Del

[C] send to Vendor [C] show at Receipt [C] Shown at Voucher [C] Approval Justification

& Gheck:Budgel [i=N Pre-Gheck-Budget Budget Checking Status:Valid

e Save & submit sl savespreviewapprovals % Cancel Changes Find more items A
« i '

Step Action

7. The Edit Requisition page displays.

Use this page to make the desired updates to the requisition.

8. Enter the desired information into the Labels and File Stickers Quantity field. For
this example, enter "5".

9. Click the Save & submit button.

The new quantity will be saved with a new pre-encumbrance balance. A budget
check must be performed to reserve the new required funding amount.
| E'u Save & submit
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Vendor item price is not available - use item standard price. Line 1, Item DC-5 (10200187}

The vendor item price was not setup, or the corresponding UOM
doesn't meet the minimum requirements. The item standard price is
used instead.

Step Action

10. Click the OK button.
11. Click the Check Budget button.

| Check Budgst |

12. After a successful completion of the budget check, the Budget Status reads as
"Valid". This means funds have been successfully reserved for the updated request.

13. You have successfully completed the Editing a Requisition topic.

You have learned to:

- search for a requisition

- update the quantity needed for a line item

- perform a budget check

- save and submit the requisition for re-approval
End of Procedure.

2.2 Canceling Requisition

When the items requested are not needed, the requisition can be cancelled before a purchase order
is created.

After completing this topic, you will be able to:

e cancel a requisition
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Procedure

In this topic, you will learn how to cancel a requisition.

Step Action

1. Begin by navigating to the Manage Requisitions page.

Click the eProcurement link.
| - eProcurement]

2. Click the Manage Requisitions link.

|Manage Req Q

OrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favo‘ntes Maln'Menu > eProcu'rement > Manage Requistions
Requisitions )
Toview the lifespan and line items for a requisition, click the Expand triangle icon: 3
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Req ID Requisition Name BU Date Status. Budget Total
P 0000000101 0000000101 MDJUD 01M4/2013 Approved Valid 0.00 USD <Select Action= - Go
P 0000000100 000DOCD100 MDJUD 01/14/2013 Approved Valid 0.00 USD <Select Action> hd Go
P 0000000099 SMOKETEST101 MDJUD 01/14/2013 Approved Valid 5.000.00 USD <Select Action> h Go-[ ]
P 0000000098 PTP.1.1.3 MDJUD 01/14/2013 Approved Valid 500.00 USD <Select Action> hd Go
P 0000000097 PTP.1.1.2 MDJUD 01/14/2013 Approved Valid 500.00 USD <Select Action> h Go
P 0000000096 0OODOODOYE MDJUD 01/14/2013 Approved Valid 1,500.00 USD <Select Action> hd Go
b p0D00D00SS PTP.1.1.1 MDJUD 01M4/2013 Approved Valid 1,000.00 USD <Select Action> - Go
b poD0ODDOSA PTP.221 MDJUD 01/11/2013 Open Not Chi'd 2,500.00 USD <Select Action> A Go
P 0000000083 test MDJUD 01/11/2013 Approved Mot Chicd 2,500.00 USD =Seledt Action= - Go
P MULTI REG1 MULTI_REQ1 MDJUD 0110/2013 Approved Valid 3,610.00 USD <Select Action> = [Gos |
P 0000000092 teat MDJUD 01M0/2013 Open Not Chid 75000 USD <Select Action= - Go |
P OPENREQBK OPENREQBK MDJUD 01/08/2013 Open Not Chi'd 0.00 USD =Select Action= A Go
P 0000000081  ©0OD0ODOST MDJUD 01/08/2013 Received Valid 10,000.00 USD <Select Action> e Go
P 00000000S0  Grant Service MDJUD 01/08/2013 Received Valid 10,000.00 USD <Select Action> A Go
b 0000000089 224 EditReq MDJUD 01/08/2013 Approved Error 20,150.00 USD =Select Action> - Go
b poD0O00OSS 0000000088 MDJUD 01/07/2013 PO(s) Canceled Valid 0.00 USD <Select Action= - GO
b po000000S7  00000000ST MDJUD 01/07/2013 Approved Valid 100.00 USD <Select Action= - GO
b 0000000086  jp-reg MDJUD 01/07/2013 Received Valid 100,000.00 USD <Select Action> - Go ||
’Clreate New It Review Chanae Reauest Rev\ewCT‘?nneTrackmn Manage Receipts Report . s
Step Action
3. The Manage Requisition page displays.
Use this page to enter criteria and select the desired requisition.
4. Click the drop-down list for the requisition you want to cancel.
| <select Action= -
5. Click the Cancel Requisition list item.
Cancel Reqguisition
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Step

Action

6.

Click the Go button.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites Main Menu > eProcurement > Manage Requisitions
B New Window [ Personalize Page B, http

Requisition Details for: Bouryng, Esther
Business Unit: MDJUD Date: 01M4/2013
Requisition Name: PTP.1.1.2 Status: Approved
Requisition 1D: 0000000097 Total: 500.00 USD
| Line Deta
Line Item Description Status Price Qty Total
1 New Parking Lot Construction Approved 500.00000 Each 1.0000 500.00

Return to lanage Requisitions SaneciBegisiion

Step

Action

The Request Details for: page displays.

Use this page to view the line items details and to cancel the requisition.

Click the Cancel Requisition button.
; Cancel Requisition :
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ORrRACLE

Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > eProcurement > Manage Requisitions
Enewwindow [ Personaiize Page B nmp -
Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit: MDJUD @, Requisition Name: [ Q
Requisition ID: @, Request Status: Al but Complete ~ Budget Status: -
Date From: 01/07/2013 5§ Date To: 011412013 5
Requester: @, Entered By: Q POID: a
Search Clear
Toview the lifespan and line items for a requisition, click the Expand friangle icon: 4 3
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Status Budget Total
b 0000000101 0000000101 WDJUD  01M4/2013 Approved Valid 0.00 USD <SelectAction= - Go
b 0000000100 0000000100 WDJUD  0114/2013 Approved Valid 0.00 USD <Select Action> v Go
b 0000000099 SMOKETEST101 MDJUD  0114/2013 Approved Valid 5,000.00 USD <Select Action> v Go
b p000000098 PTPA.4.3 WDJUD  01M4/2013 Approved Valid 500.00 USD <SelectAction> - Go
b 0000000097 PTPA.1:2 MDJUD  0114/2013 Canceled Not Chid 0.00 USD <SelectAction= G
b DOD0OD009E  DDODDONDIAE WDJUD  01M4/2013 Approved Valid 1500.00 USD <SelectAction> - Go
b 0000000095 PTPAA.1 WDJUD  01M4/2013 Approved Valid 1,000.00 USD <SelectAction> - Go
b 0000000094 PTP.2.2.1 WDJUD  0141/2013 Open Not Chicd 2,500.00 USD <SelectAction> - Go
b 0000000093 test WDJUD  0111/2013 Approved Not Chid 2500.00 USD <Select Action> - Go
b MULTI REQ1 MULTI_REQ1 WDJUD  01M0/2013 Approved Valid 3,610.00 USD <SelectAction> - Go
b 0000000092  teat MDJUD  01M0/2013 Open Not Chid 750.00 USD <Select Action> - Go
P OPENREQBK OPENREQBK MDJUD  01/08/2013 Open Not Chicd 0.00 USD <SelectAction= - Go
P 0000000091 0000000091 MDJUD  01/08/2013 Received Valid 10,000.00 USD <Seledt Action> v Go
< il i

The Manage Requisitions page displays. PTP.1.1.2 should now have a status
="Canceled".

NOTE: Budget Status =""Not Chk'd". The Requisition must be budget checked
successfully to be considered canceled. That step will be addressed in a separate
topic.

10.

You have successfully completed the Canceling Requisition topic.

You have learned to:

- search through available requisitions
- cancel a requisition

End of Procedure.

2.3 Re- Opening a Cancelled Requisition

A requisition may have been cancelled due to lack of funding or maybe it was found that the
items listed on the request may not have been needed at the time of the initial request.

After completing this topic, you will be able to:

Procedure

search for a requisition with a cancelled status
re-open the cancelled requisition

In this topic, you will learn how to re-open a cancelled requisition.

Page 70



{:%Q GEARS Training Guide

General Enterprise And Resource Support PO220 Purchasmg Goods and Services

Step Action

1. Begin by navigating to the Manage Requisitions page.

Click the eProcurement link.

[ eProcurement]

2. Click the Manage Requisitions link.

Eanage Requisitions

OoRrRACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul

Favorites - Main Menu > eProcurement > Manage Requistions
EINewwindow 7 Help (& Personalize Page [ hip
Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit: MDJUD @, Requisition Name: [ aQ
Requisition ID: Q_ Request Status: Al but Complete ~ Budget Status: -
Date From: 0212772013 [5) Date To: 03/06/2013 El
Requester: @ Entered By: Q POID: — a
Search Clear
Requisitions §)
Toview the lifespan and line items for a requisition, click the Expand triangle icon v
To edit or perform another action on & requisition, make a selection from the Action dropdown list and click Go
Reg ID Requisition Name BU Date Status Budget Total
b 0000000168  Office File Labels VDJUD  03/052013 Approved Valid 75000 USD <Select Action= +| Go
' 0000000167  Office Supplies - File MDJUD  03/0522013 Canceled NotChkd 0.00 USD <Select Action> v | Go
P 0000000166  Office Supplies - File VDJUD  03/0522013 Approved Valid 150.00 USD <Select Action> v | Go
0000000165  Office 2 Drawer File Ca. VDJUD  03/012013 Approved Valid 500.00 USD <Select Action> v | Go
0000000164  Office 2 Drawer File Ca. MDJUD  03/0122013 Canceled Not Chkd 0.00 USD <Select Action> v | Go
b 0000000163  Office File Cabinets VDJUD 03012013 Approved Valid 500.00 USD <Select Action Go
<Select Acion>
b 0000000162 000000162 VDJUD 0212822013 Approved Error 10.00 USD [Cancel Reguisiion Go
Copy Requisition
Edit Requisition
View Approvals
View Printable Version
Create New Requi Review Change Request Review Change Tracking Manage Receipls
< m I3

Step Action

3. The Manage Requisitions page displays.

Use this page to search through the available requisitions that have been cancelled.

4. View the list of requisitions and their status. You can click the Status link to sort the
requisitions by status to assist in finding the desired cancelled requisition.

For this example, click the <Select Action> Drop Down list for Requisition 1D
0000000164.

| =select Action= -]

5. Click the Re-Open Requisition list item.
|[Re-Open Requisition |
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Step

Action

6.

Click the Go button.

ORACLE

Favorites - Main Menu > eProcurement > Manage Requistions

Requisition Details for: Reid, Danyelle

Business Unit: MDJUD Date: 03012013

Requisition Name: Office 2 Drawer File Cabinets  Status: Canceled

Requisition ID: 0000000164 Total: 0.00 USD

[ Line Detai

Line  tem Description Status Price aty Total
1/File Cabinets, Lateral, Metal Canceled 500.00000 Each 1.0000 500.00

Ifyou would like to Resubmit this Requisition first click the "Reopen Requisition” button and then select the
@  EditRequisition’ ffom the Manage Requisitions page and click Go. Once you are at the Requisition
Summary page click the "Save and Submit” button

Return to Manage Requisitions BacpenBaniaition

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

{0 New Window ? Help [& Personalize Page |2, hiip

Step

Action

The Requisition Details for: page displays.

to re-open the requisition.

Use this page to view the line details and items of the requisition and submit request

Click the Reopen Requisition button.
: Reopen Requisition :
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OoRrRACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul

Favorites  Main Menu > eProcurement > Manage Requstions
ElNewwindow 7 Help [ Personalize Page %, htip
Manage Requisitions
uisitio
Tolocale requisitions, edit he criteria below and click the Search bution
Business Unit: MpJUD @, Requisition Name: [ aQ
Requisition ID: Q, Request Status: Al but Complete ~ Budget Status: ~
Date From: 022712013 5§ Date To: 0300672013 El
Requester: Q_ Entered By: Q POID: Q
Search Clear
| Requisitions &3
To view the lifss pan and line items for a requisition, click the Expand lriangle icon b
To edit or perform another action on a requisition, make a selection from the Action dropdown listand click Go.
Reg ID Reguisition Name BU Date Status Budget Total
b 0000000168 Office File Labels MDJUD  03/0512013 Approved Valid 750.00 USD <Select Attion> ~ | Go
P 0000000167 Office Supplies - File MDJUD 0310572013 Canceled Not Chd 0.00 USD <Select Action> v 6o
P 0000000166  Office Supplies - File MDJUD 0310522013 Approved Valid 150.00 USD <Select Action> v 6o
b 0000000185 Office 2 Drawer File Ca. MDJUD  03/012013 Approved Valid 50000 USD <Select Action> ~ | co
b 0000000184 Office 2 Drawer File Ca. MDJUD  03/012013 Open Not Chicd 50000 USD <Select Action> ~ | Go
b 0000000163 Office File Cabinels MDJUD  03/012013 Approved Valid 50000 USD <Select Action> ~ | co
b 0000000162  0ODOOOD1E2 MDJUD 0212822013 Approved Error 10.00 USD <Select Action ~ | Go
Create New Requi Review Change Request Review Change Tracking Manage Receipls Report
< i ]

Step Action

9. The Manage Requisition page displays. Notice that the Status of the selected
requisition has now changed to "Open".

10. You have successfully completed the Re-Opening a Cancelled Requisition topic.

You have learned to:

- search through a list of available cancelled requisitions
- re-open a cancelled requisition

End of Procedure.

2.4 Budget Checking a Requisition

For purchasing transactions, the Commitment Control budget checking process is used to check
the available balance of a funding source on a requisition and set aside the funds (if available).
GEARS requires a budget status of "Valid" to source a requisition to a purchase order (PO).

The budget status of a requisition will be “Valid” if the transaction passes budget checking.

In addition to budget checking a requisition from the requisition entry pages, you can also budget
check requisitions from the Manage Requisitions page. A requisition may need to be budget
checked after entry for a number of reasons, including but not limited to the following:

e requisition information was entered and saved but the document was not budget checked
during entry
e you cancelled a requisition that has a budget status of "Valid"

NOTE: When the budget status of a requisition is "Not Chk'd", the requisition should be budget
checked to commit funds for the purchase. When the budget status is "Error", you must correct
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the budget error (i.e., edit the appropriate requisition distribution line) and then budget check the
requisition.

After completing this topic, you will be able to:

o perform a budget check on a requisition with a budget status of "Not chk'd"

Procedure

In this topic, you will learn how to check the budget for a requisition.

Step Action

1. Begin by navigating to the Manage Requisitions page.

Click the eProcurement link.
[l eProcurement|

2. Click the Manage Requisitions link.

|I|Ianage R@uisitiongl

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > eProcurement > Manage Requisitions
ENewwindow [ Personalize Page B ntp -
Manage Requisitions
~ Search Requisitions
To locate requisitions, editthe criteria below and click the Search button
Business Unit: MDJUD @, Requisition Name: s/
Requisition ID: @, Request Status: All but Complete ~ Budget Status: -
Date From: 01/07/2013 [5) Date To: 0111412013 El
Requester: @ Entered By: Q POID: —  q
Search Clear
Toview the lifespan and line items for a requisition, click the Expand triangle icon v 3
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Reg ID Reguisition Name BU Date Status Bu t Total
b 0000000101 0000000101 WDJUD  01H4/2013 Approved Valid 0.00 USD <Select Action= - Go
' 0000000100 000000D100 WDJUD  0114/2013 Approved Valid 0.00 USD <Select Action> v ©Go
P 0000000089 SMOKETEST101 MDJUD  0114/2013 Approved Valid 5,000.00 USD <Select Action> v Go
b 0000000088 PTP.1.13 WDJUD  0114/2013 Approved Valid 500.00 USD <Select Action> v Go
b 0000000087 PTP.112 WDJUD 011412013 Canceled Not Chkd 0.00 USD <Select Action= | Go
b 0000000095  00OD0DO0IE WDJUD 01142013 Approved Valid 150000 USD <Select Action= - Go
b 0000000095 PTP.1.1.1 WDJUD  01H4/2013 Approved Valid 1,000.00 USD <Select Action= - Go
b 0000000094 PTP221 WDJUD 014112013 Open Not Chkd 250000 USD <Select Action= - Go
b 0000000093 test WDJUD 01412013 Approved Not Chkd 250000 USD <Select Action= - Go
b MULTI REG1 MULTI_REQ1 WDJUD  01H0/2013 Approved Valid 361000 USD <Select Action= - Go
b 0000000092 teat WDJUD  01M0/2013 Open Not Chkd 75000 USD <Select Action= - Go
b OPENREOBK OPENREQOBK WDJUD  01/08/2013 Open Not Chkd 0.00 USD <Select Action= - Go
b 0000000091 0000000031 WDJUD  01/08/2013 Received Valid 10,000.00 USD <Select Action= - Go
< [ ] b

Page 74



Training Guide
Q{} GEARS

General Enterprise And Resource Support PO220 Purchasmg Goods and Services

Step Action

3. The Manage Requisitions page displays.

Use this page to enter criteria and search for the desired requisition.

4, View the list of requisitions and select the requisition. For this example, select
Requisition Name PTP.1.1.2 from the list.

Click the PTP.1.1.2 drop-down list.

| <Select Action> -
5. Click the Check Budget list item.
[Check Budget |
6. Click the Go button.

The Budget Status should be "\Valid" for requisition name PTP.1.1.2.

7. You have successfully completed the Budget Checking a Requisition topic.

You have learned to:
- check the budget for a requisition
End of Procedure.

2.5 Managing Budget Exceptions

Sometimes the budget checking process produces an error or budget exception based on rules for
a budget. You will see a budget status of “Error” when the transaction does not pass budget
checking.

Budget exceptions you receive may include one of the following:

o Exceeds Control Budget - The budget for the Chartfield information entered on the
transaction has inadequate funds. Edit the Chartfield information or contact your budget
analyst.

o No Budget Exists - A charge was posted to a Chartfield combination where no budget
exists. Edit the Chartfield information or contact your budget analyst.

You can view budget exceptions via a link on the requisition entry pages upon the completion of
the budget checking process. You can also access a requisition that has failed budget checking
from the Manage Requisitions page.

After completing this topic, you will be able to:
e access the Manage Requisitions page to search for requisitions with a budget status of

"Error"
e view budget exceptions noted on a requisition

Page 75




Training Guide (3( GEARS

PO220 Purchasmg Goods and Services ‘ General Enterprise And Resource Support

Procedure

In this topic, you will access a requisition that has failed budget checking. You will then view the
budget exceptions to determine how to best resolve the error.

NOTE: Only authorized users can view budget exceptions.

Step Action

1. Click the eProcurement link.

2. Click the Manage Requisitions link.
Eanage Requisitions

3. You do not have to do this now, however, you would normally highlight the existing
value if the Date From field and press [Delete] to clear the field from containing
data.

4. Click the Budget Status list.

5. Click the Error in Budget Check list item.
[Error in Budget Check |

6. Click the Search button.
| Search |

The requisition with a budget error that match your criteria is displayed.

8. Identify the requisition you want to view and click the Go list.
| <Select Action= -

9. Click the Edit Requisition list item.
|Edit Requisition |

10. Click the Go button.
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Message
Current document has failed budget check. (10222.23)
Step Action
11.

The requisition with a budget error that match your criteria displays.

NOTE: This message also displays after budget checking a requisition from the

requisition pages and receiving an error.

Click the OK button.
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ORACLE
Home | Workist | MultiChannel Console | AddfoFavorites |  Sign out
Favorites -~ Main Menu
? Help
" iiti Requisition Summary
Edit Requisition 5 o
‘E‘ 1. Define Requisition [Ek 2 Add ltems and Services E& 3. Review and Submit Black and White 1 EA
i d Copier/pi...
Review the details of your requisition, make any necessary changes, and submit it for approval.
Total Lines: 1

Business Unit: WDJUD | Administrative Office of Court “Currency: oD | | Tetal Amount (USD). 5.300.00
Requester: wayne.wright Wright, Wayne Priority: Mediu

Requisition Name: 0000000150

Requisition Lines

P EA Black and White Copierfprinter ~ STAPLES 10000 Each 5,300.00000 5
[F] Select All / Deselect Al Total Amount: 53(F
i Add to Favorites 1 Add to Template(s) T Modify Line / Shipping  Accounting i Del

[Z] send to Vendor [Z] show at Receipt [C] shown at Voucher [C] Approval Justification

[os] Check Budget = Pre-Check Budget | | Budget Checking Status:Error

B Save & submit sl Save & preview approvals x Cancel Changes Find more items A
“ m *

12.

The Edit Requisition page displays.

An Error link displays next to the Budget Checking Status field at the bottom of
the Edit Requisitions page.

You can inquire on the requisition budget exception using the Error link.

NOTE: You must have authority to view the Commitment Control Budget
Exceptions page.

13.

Click the Error link.

Error

14.

The Requisition Exceptions page displays.

The Requisition 1D for the requisition displays at the top of the page.

Page 78



e

GEARS

General Enterprise And Resource Support

MultiChannel Console | Add to Favorites | Sign out
Favorites ~ Main Menu > Commitment Control > Review Budget Check Exceptions » Purchasing and Cost Management > Requistion

Requisition Exceptions Line Exceptions

ENewwindow 7 Help (& Personalize Page % hip

Business Unit: MDJUD ition ID: 0000000150 &
*Exception Type Error - Override Transaction 7 ®
Maximum Rows| 100 ["IMore Budgets Exist

Search Advanced Budget Criteria

st Kl 12012 1 Last

s oo

. Business Override  Override .
Details Unit Ledger Group|Exception More Detail Budget User ID Override Date Transfer
1 @ MDJUD OPERDTL |NoBudgetBsists re Detail don.wynn 222’;'{?;"\: GoTo.. 5
2 @  MDJUD  OPER_SUM |No BudgetExists re Detail don.uynn gi‘;'ﬁg"\j GoTo.. 5
1\ i |

/@ Save &\ RelumtoScarch | (=] Notfy |

Requisition Exceptions | Line Exceptions

Training Guide
P0O220 Purchasing Goods and Services

Step

Action

15.

In the Budgets with Exceptions section, the associated exception displays

16.

Click the Line Exceptions tab.
| Line Exceptions |

View the Chartfields in the lines of the requisition that contain a budget error.

ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Favorites - Main Menu > Commitment Control > Review Budget Check Exceptions » Purchasing and Cost Management > Requisition

Requisition Exceplions IJlIe Exceptions

MDJUD  Requisition 1D:

ENewwindow 7 Help (& Personalize Page % hip

Business Unit: 0000000150 3

[C] override Transaction ]
["Imore Lines Exist

Line Thru Q

*Line Status Error -
Maximum Rows 100
Line From Q

| Search |

Frst Kl 4 o4 3 Last

FPersonaize | Find | view a1 ||

DSAE T Line Chartfiekds || Line Amount
Line Distribution Line Schedule Budget Date GL Business Unit
| 11 1 02112013 MDJUD

/& Save | |\ Relumio Search [ MNofify |

Requisifion Exceptions | Line Exceptions
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Step Action

17. The Line Exceptions page displays.

One the Line Exceptions page, the Line Values tab shows each line / schedule /
distribution combination of the requisition that contains budget errors. You can also
view the budget date of the transaction.

18. Now, look at the Chartfield information entered on each distribution line.

Click the Line Chartfields tab.
| Line Chartfields |

ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Commitment Control > Review Budget Check Exceptions » Purchasing and Cost Management > Requistion
ENewwindow 7 Help [& Personalize Page [ htip
Requisition Exceptions ) (ICEETIERY

Business Unit: MDJUD  Requisition 1D: 0000000150 5
*Line Status Eror - [C] override Transaction "] "
Maximum Rows| 100 More Lines Exist

Line From Q. Line Thru Q

Search

ansaction

xceptions
Line Amount

T Lo il |

Line Distribution Line  Batch Agy PCA Fund Account  Program  nPPOP AppropYr  Dept

& 11 C25 50001 ooo1 0703 BO0G ADO0G AY2013

B Save | L\ Returnio Search |[Z] Moty

Requisifion Exceptions | Line Exceptions

Step Action

19. The Line Chartfields tab displays.

Review the Chartfield information on each distribution line. Determine if the
appropriate Chartfield values were entered.

20. You can also look at the amount charged to the budget listed.

Click the Line Amount tab.
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ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Commitment Control > Review Budget Check Exceptions » Purchasing and Cost Management > Requistion

ElNewwindow 7 Help [ Personalize Page %, hip
Requisiion Excepiions | (TE=TTT

Business Unit: MDJUD  Requisition ID: 0000000150 5
*Line Status Eror - [C] override Transaction "] "
Maximum Rows | 100 ["Imore Lines Exist

Line From Q Line Thru Q

Search |

Transaction Lines with Budget Exceptions Personaize | Find | view A1 B |3 s S qorq 1 ast
Line Values | Line Chartfiekis (L]
Li Distribution Li Monetary Amount C Foreign Amount 0 c8" Quantity
ine fon Line one ount Currency ian Amount (0 e" an
& 11 5,300.00USD 5,300.00 USD 1.0000

B Save | L. Returnto Search  |[=] Notify

Requisifion Exceptions | Line Exceptions

o Training Guide
GEARS P0O220 Purchasing Goods and Services

Step Action

21. The Line Amount tab displays.

the amount for each distribution line.

The Line Amount tab shows the amount entered on the distribution line. Review

B httpe/foracleldcourtsstate... O v & X | @ Assign Access Rights (& Edit Requisition (& Requisition x

-
Add to Favorit

Home | Workist | MuliChannel Console
Favorites ~ Main Menu > Commiment Control > Review Budget Check Exceptions > Purchasing and Cost Management > Requistion

ENewwindow 7 Help [& Personalizs Page Bl nttp
" Requisition Exceptions LII'IE Exceptions

Business Unit: MDJUD  Requisition ID: 0000000150 &
*Line Status Error - [Cl override Transaction = =
Maximum Rows | 100 [“IMore Lines Exist

Line From Q Line Thru Q

| Search

Transaction Lines with Budget Exceptions Personaize | Fnd | view 21 | B |
Line Values Line Chartficids Line Amount
Line Distribution Line Monetary Amount Currency Foreign Amount Foreign Quantity
Currency
® 101 5,300.00 USD 5,300.00 USD 1.0000

& Save | &4 RetuntoSearch | [ Notify |

Requisition Exceptions | Line Exceplions

[ http://oracleld courts.statend.usil p/fstst_1/EMPLO Tt

Blel=

-
8:06 PM
372013
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Step Action

22. Click the Close button to close the budget exceptions window.
ORACLE
Home | Workist | MuliChannelConsole | AddioFavorites | Sign oul
Favo‘rites Ma\n'Menu
? Holp +
Edit Requisition 5 o
‘E‘ 1. Define Requisition [Et 2 Add tems and Services E& 3. Review and Submit s 1 EA
Review the details of your requisition, make any necessary changes, and submit it for approval.
Total Lines: 1

Business Unit: Administrative Office of Court *Currency: Total Amound (USD). 520000
Requester: Wright, Wayne Priority: Mediu:

Requisition Name: 0000000150

PEA Black and White Copierfprinter ~ STAPLES 10000 Each 5,300.00000 5
[F] Select All / Deselect Al Total Amount: 5305
e Add to Favorites 1 Add to Template(s) T Modify Line / Shipping  Accounting i Del

2
[C] send to Vendor [C] show at Receipt [C] Shown at Voucher [C] Approval Justification
& Check Budget [i=N Pre-Check Budget Budget Checking Status:Error
B Save & submit W&l Save & preview approvals 1= Cancel Changes Eind more items. A

Step Action

23. The Edit Requisition page displays.

Determine whether the Chartfield information should be updated or if the budget
analyst should be contacted.

See the Editing a Requisition topic for more details.

24, If the Chartfield information or amount(s) is updated, you must save and budget
check the requisition again.

25. You have successfully completed the Managing Budget Exceptions topic.

You have learned how to:

- search for and access requisitions with budget errors

- access and view the budget exceptions for a requisition
End of Procedure.

2.6 Verifying Funds Availability

You may need to investigate a budget error or view available funds for a specific budget. You
can use the Budget Detail inquiry pages to view the details of a specific budget. NOTE: Only
authorized users can view the Budget Detail inquiry page.
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After completing this topic, you will be able to:

o search for a specific budget using the Budget Details search page
o view available funds for a specific account (sub-object class)

Procedure

In this topic, you will learn how to use the Budget Detail inquiry pages to perform a funds
availability check.

Step Action

1. Scroll down to the Commitment Control link.

2. Click the Commitment Control link.
[l- Commitment Control|

3. Click the Review Budget Activities link.

|Review Budget Activities

4, Click the Budget Details link.
Budget Details

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites  Main Menu > Commitment Control > Review Budget Activities > Budget Details

ENewWindow  ? Help & hitp
Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values,

|~ Search Criteria

Business Unit: = - MDJUD Q
Ledger Group: = - Q
Account: begins with ~ Q
Department: begins with a,

Baich Agency: beginswith ~[ Q
Program Cost Account: beginswith ~ |  |Q
Fund: begins with ~ ’70\
Appropriation Number: beginswith ~| |Q
Program Code: beginswith ~[  Q
Approp Year: peginswitn ~[  Q
Affiliate: beginswith ~[ Q
Fund Affiliate: beginswith ~[  Q
PC Business Unit: peginswitn ~[  Q
Project: beginswith ~[ Q
Activity: beginswith ~[  Q
Source Type: beginswith ~[  Q
Budget Period: begins with ~ ’70\
Statistics Code: beginswith ~[ Q

‘Search Clear  |Basic Search [g] Save Search Criteria
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Step Action

5. The Budget Details - Find an Existing Value page displays.

Use this page to enter criteria and search for the budget you want to view.

6. Make sure that the Business Unit field has "MDJUD". If it does not, enter it in the
field.

Click the Look up Ledger Group button.

Look Up Ledger Group

SetiD: SHARE
Ledger Group: begins with ~ |

LookUp | Clear || Cancel |gasiclookup
Search Results

ew 100 First [¢] 15015 [3] Lasl

Ledger

%ﬂ Description

DETAIL Detail Ledger Group
OPER DTL (Qperating Detail Ledger Group  Expense
OPER SUM Operating Summary Ledger Group Expense
PROGRAM _Program Ledger Group Expense
PROJ GRNT ProjectiGrant L edger Group Expense

Group
Type
Exp

Step Action

7. The Look Up Ledger Group page displays.
Use this page to search for the desired ledger group.
8. Click the OPER_DTL link.
9. Enter the applicable Chartfields for the budget you want to view.

For example, enter the Batch Agency, Account (sub-object), Program Cost
Account, and Fund.

10. Click the Search button.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites  Main Menu > Commitment Control > Review Budget Activities > Budget Detais

FNewWindow ? Help [ Personalize Page B hitp

Commitment Control Budget Details

B B Batch Approp _

Business Unit  Ledger Group Agy PCA Fund Account  Program Humber Approp Yr  Budget Period

MDJUD OPER_DTL €25 60081 0001 0401 8008 0006 AY2013 2013
Display Chart [i]

[T
Y Max Rows: 100

Budget: 5,000.00USD

=g

Aftributes
Expense: 0.00USD @ < Parent / Children

Associated Budgets
Encumbrance: 0.00USD @ <A g
Pre-Encumbrance: 0.00USD @ k]
Associate Revenue: 000 USD
Available Budget
Without Tolerance: 5000008  USD Percent: (100%) 5 Forecasts
With Tolerance: 5000008  UsD Percent: (100%) &
Budget Exceptions.
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions

Step Action

11. The Commitment Control Budget Details page displays for the budget specified.

The available balance to spend displays in the Available Budget section at the
bottom of the page.

12. You have successfully completed the Verifying Funds Availability topic.

You have learned to:

- Use the Budget Details search page to find a budget
- View the available funds for a budget

End of Procedure.
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Lesson 3: Creating Express Purchase Orders

Lesson Overview

An Express Purchase Order (Express PO) is used for local on-site procurements that are less than
$2,500. Express POs cannot be created for procurements of sensitive and hazardous items. These
items must go through the requisition entry process and require a standard PO issued by AOC
procurement.

Lesson Objectives
After completing this lesson, you will be able to use Purchasing to:

e Create an express purchase order

3.1 Creating an Express PO Against a Blanket Contract

An Express PO can be created through manual entry or it can be copied from a source document
such as a Blanket Purchase Order Contract or Requisition.

The methods to handle and record activity against Blanket PO Contracts is governed by AOC
Policy. The GEARS system provides several new tracking / recording options to users, but does
not require the adoption of any of the options. Please refer to Appendix A for an explanation of
Local Purchases that do not have to be processed through central purchasing, and purchases
against Blanket Purchase Orders.

In this topic you will create an Express PO from a Blanket Purchase Order Contract.

After completing this topic, you will be able to:
search for a contract
create an express purchase order for an item covered under a contract

Procedure

In this topic, you will learn how to create an express PO for an item on a contract against a
Blanket Purchase Order Contract.

Step Action

1. Begin by navigating to the Express Purchase Order - Purchase Order page.

Click the Purchasing link.
[ Purchasing

2. Click the Purchase Orders button.
3. Click the Add/Update Express POs button.
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ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > Purchasing » Purchase Orders > Add/Update Express POs

I New Window 7 Help Bl niip
Express Purchase Order

Find an Existing Value Md a New Value

Business Unit: MDJUD @
POID: NEXT

Add

Find an Existing Value | Add a New Value

Step Action

4, The Add a New Value page displays.

Use this page to create or assign a PO 1D automatically.

ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites = Main Menu > Purchasing » Purchase Orders > Add/Update Express POs

ENew Window ? Help B} http
Express Purchase Order

Find an Existing Value Mﬂ a New Value

Business Unit: MDJUD @
POID: NEXT

Add

Find an Existing Value | Add a New Value
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Step Action

5. Click the Add button.

6. The Express Purchase Order - Purchase Order page displays.

Use this page to enter criteria and define the specifics of the intended contract.

ORACLE

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favorites = Main Menu > Purchasing » Purchase Orders > Add/Update Express POs
& NewWindow ? Help [& Personalize Page B, hiip

Express Purchase Order

Purchase Order

Business Unit: MDJUD PO Status: Iniial

POID: MEXT Budget Status: Not Chid

‘Copy From: e [T] Hold From Further Processing

Doc Tol Status:
*PO Date: 031112013 [H Vvendor Search valid
“Vendor: | @ vendor Details Racelpt st
cell us:
*vendor ID: Q NotRecvd
*Dii . _ - Dispaioh

“Buyer: T Dispatch Method:

PO Reference: [ e

Header Details Activity Summary Merchandise: 0.00

PO Defaults FreightTax/Misc.: 0.00 Calculate

Add Comments Total Amount: 0.00 USD
PO Activities Add ShipTo Comments
Purchasing Kit Catalog ltem Search
Line item Description PO Qty "UOM  Category Merchandise Amt  Status

o B Q 2e | Q| a O wpoed B EQ
Expand Al Collapse All

View Printable Version Goto: More

) save | [ Neiity | |4 Refresh | Eb Add | Updateit]

« i 3

Step Action

7. Click the Copy From list.

| v

8. Select the Contract list item.

Page 88



Oﬂg

o

GEARS

General Enterprise And Resource Support

ORrRACLE
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Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update Express POs
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Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

G NewWindow ? Help [ Personalize Page ) hitp

Copy Purchase Order from Contract

‘Contract SetiD: SHARE
Q

Allow Open ltem Contract Only

Contract ID:

| sSearch

Select Contract
[ Contracts TR )

Contract Selection Criteria

Vendor: Q
Vendor ID: Q
Master Contract: Q

=
Personaize | Fnd | view 20 | B | B mrst K qor1 O ost

Select SetlD  Contract Description Vendor ID Begin Date Expire Date
| ©OK | Cancel  Refresh

[ 3

Step

Action

displays.

The Express Purchase Order - Copy Purchase Order from Contract page

Use this page to enter criteria and search for a contract to create the purchase order.

ORACLE

Express Purchase Order

Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update Express POs

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

FNewWindow ? Help [ Personalize Page T hitp

Copy Purchase Order from Contract

Contract SetlD:  SHARE
Q

Allow Open Item Contract Only

Contract ID:

| Search |

Select Contract

Contract Selection Criteria
Vendor: Q

Vendor ID:

[ &
Master Contract: | @

Personaize | Find | View AL | #E s Bl 011 O Lot

Select  SetlD Contract Description Vendor 1D Begin Date Expire Date
| OK | Cancel Refresh

[ 3
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Step Action

10. Click the Contract ID Look-Up button.

Look Up Contract ID

SetiD: SHARE
Contract ID: begins with |

[“Lookip || Glesr | G s Loouo
Search Results

View 100 First [4] 1200120 [3] Lasi

Contract ID :l"::’“ Vendor 1D 7'5;"’"; Vendor
PiP283 SHARE 00000123 | ABCTESTCO-MAIN
MNEW CONTRACT ‘SHARE 0000000009 STAPLES01-1
JGR-POSUPCONO1 ‘SHARE 0000000015 123456788-003
0000000000000000000000042 SHAR|

00000000000000000000000:

00000000000000000000000:

0000000000000000000000038 SHARE 0000000010 453526648-MAIN
0000000000000000000000037 SHARE 0000000015 123456789-003
0000000000000000000000036 SHARE 0000000015 123456789-003
0000000000000000000000035 SHARE 0000000015 123456789-003
0000000000000000000000034 SHARE 0000000015 123456789-003
0000000000000000000000033 SHARE 0000000015 123456789-003
0000000000000000000000032 SHARE 0000000008 STAPLESO1-1
000000000000000000000003 1 SHARE 0000000015 123456789-003
0000000000000000000000030 SHARE 000000001
00000000000000000000000:

00000000000000000000000:

0000000000000000000000023 SHARE 00000123  ABCTESTCO-MAIN
0000000000000000000000022 SHARE 00000123  ABCTESTCOMAIN
0000000000000000000000008 SHARE 0000000005 815254679 MAIN

Step Action

11. The Look Up Contract ID page displays.

order.

Use this page to enter criteria and search for the contract ID to create the purchase
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Look Up Contract ID

SetiD: SHARE
Contract ID: begins with |

LookUp || Clear | Cancel BasicLookup
Search Results

View 100 First [4] 1200120 [§] Lasi

Contract ID ‘S':t"l‘:,‘" Vendor ID 72:: Yendor
PiP283 SHARE 00000123 | ABCTESTCO-MAIN
MNEW CONTRACT ‘SHARE 0000000009 STAPLES01-1
JGR-POSUPCONO1 ‘SHARE 0000000015 123456788-003
0000000000000000000000042 SHARE 0000000005 815254679-MAIN
0000000000000000000000041 SHARE 0000000010 453526648-MAIN
0000000000000000000000039 SHARE 0000000010 453526648-IMAIN
0000000000000000000000038 SHARE 0000000010 453526648-MAIN
0000000000000000000000037 SHARE 0000000015 123456789-003
0000000000000000000000026 SHARE 0000000015 123456729 003
0000000000000000000000025 SHARE 0000000015 123456729 003
0000000000000000000000024 SHARE 0000000015 123456729 003
0000000000000000000000023 SHARE 0000000015 123456729 003
0000000000000000000000032 SHARE 0000000009 STAPLES01-1
000000000000000000000002 1 SHARE 0000000015 1234567289 003
0000000000000000000000020 SHARE 0000000015 123456729 003
0000000000000000000000027 SHARE 0000000015 123456729003
0000000000000000000000025 SHARE 0000000006 213558173 MAIN
0000000000000000000000023 SHARE 00000123  ABCTESTCO-MAIN

[0000000000000000000000022 SHARE 00000123 ABCTESTCO-MAIN
\0000000000000000000000008 SHARE 0000000005/915254679-MAIN

Step Action

12. Select the contract you wish to use as the basis for the new PO from the list of
available Contracts. For this example, select 0000000000000000000041 contract ID.

[0D00000000000000000000041]

13. Clicking on the Search button will cause the system to display all the items that are
covered under the contract.

Click the Se_arch button.

14. Once the system displays all the eligible items that are on the contract, you use the
check box to select items to include on the new PO.

Click the Select option.

15. Click the OK button.
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Buyer is not defined on the contract (0000000000000000000000041). Do you still wantto
copythe Contract ?. (10200,574)

Ifyou click 'K, enter the Buyer ID on the Purchase Order Header before editing it

[ o

Step Action

16. If a Buyer is not defined by the contract, you will get this message. If you do not get

this message, it means that the contract specifies the Buyer who will be associated
with the PO.

Click the OK button.
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites = Main Menu > Purchasing » Purchase Orders > Add/Update Express POs

FNewWindow ? Help [& Personalize Page B hitp

Express Purchase Order
Purchase Order

Business Unit: VDJUD PO status: Open
PO ID: NEXT Budget Status: Not Chicd
Copy From: I - Hold From Further Processing
Doc Tol Status:
PO Date: 03112013 [ Vendor Search ol Status: vald
“Vendor: 453526848 MAN Q. yandor Deails
Receipt Status:
“Vendor ID: | 10 @ HGCIHARTFORD NotRecvd
| : - Dispateh
“Buyer: a Dispatch Method: Email | J
PO Reference: [ it lt bl
Header Details ACtivity Summary Merchandise: 800.00
PO Defaults FreightTax/Misc.: oo | Calcuiate |
Add Comments Total Amount: 80000 USD
PO Activities Add ShipTo Comments

Purchasing Kit Catalog Item Search
Lines Fnd st K 1011 0 s
Line Item Description PO Qty *UOM  Category Merchandise Amt  status

» 4 [E [20453cOMPO1 Q, Intel Core i3-2120T (2.6GHz :@E& [ 10000 [EA |@ [oFc_suppLiEg 30000/ C2 ppproved HE =
Exand Al Collapse All

View Printable Version Goto: More
| B save | [ notity | | Retresh |Ev ada | | Updaterd

« ] 3

Step Action

17. The Express Purchase Order - Purchase Order page displays.

Since the Buyer was not assigned by the Contract, on this particular Contract, you
have to assign the Buyer here. The Buyer will be the field PO user for your
organization.

Click the Buyer Look Up button.
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Look Up Buyer

Buyer: begins with +
Mame: begins wilh +

Search Results

Step Action

18. The Look Up Buyer window displays.

Click the susan.arminger link.

SUSAn.anminge

19. Click the Expand Schedule Section button.
(]
20. Click the Look up Ship To (Alt+5) button.
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Look Up Ship To

SetiD: SHARE
Ship To Location: begins with ~
Description: begins with ~

Search Results
iew 100 First [4] 162 or52 [3] Las

OURT/ANNE ARUNDEL
T/BALTIMORE COUNTY

javascript:doUpdateParent{document wind, #ICRowd’);

Step Action

21. The Look Up Ship To page displays.

Use this page to enter criteria and search for the shipping location.

22. Click the 02 link.

There is @ more current contract found for line 1, do you want o replace the existing
contract? (10200,613)
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Step Action

23. Click the No button.
24. Click the Collapse Schedule Section button.
[=]
25. The contract item may have the basic minimum for a selected line item. To ensure

you receive the desired quantity and item, you can adjust the PO Quantity and make
other changes like you would on any PO. Once you have made all of the necessary
adjustments, then you are ready to save the PO.

Click the Save button.

26. The system will assign a PO number to the new PO and it will be ready to enter the
PO approval process.

217. You have successfully completed the Creating an Express PO Against a Blanket
Contract topic.

You have learned to:

- automatically assign a PO ID

- search for a contract

- create an express PO using an item from the contract
End of Procedure.
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Lesson 4: Inquiring on Requisition Information

Lesson Overview
In this lesson, you will review how to inquire on requisition information using the Manage
Requisitions page.

Lesson Objectives
After completing this lesson, you will be able to:

o View requisition information in GEARS
o Cross reference transactions associated with a requisition

4.1 Reviewing Requisition Information
After completing this topic, you will be able to:

o Use search criteria to find an existing requisition
o View requisition information using the Requisition Inquiry page

Procedure

In this topic, you will learn how to search for a requisition and review the associated information.

ORACLE" . . M
Home | Workist | MuiChannelConscle | AddtoFavortes | Signout
Favorites . Main Menu

Personalize Content | Layout ? Help

[Menu EX
Search:

| ®
> My Favorites

> Maryland Judiciary

[ Employee Sel-Senvice
[ Manager Self-Service
[ Supplier Confracts

I Customers

> Products

[ Catalog Management
I Promations

I Customer Contracts

I Order Management

b Pricing Configuration
I Customer Returns

I ltems

I Cost Accounting

I vendors

I Procurement Contracts.
I Purchasing

[ Inventory

> eProcurement

I> Senvices Procurement
> Sourcing

I> Engineering

I> Manufacturing Definitions
> Production Control

I> Configuration Modeler

> Product Configurations

> Quality

> Inventory Policy Planning
> Supply Planning

I Grants

> Program Management

> Project Costing

I> Proposal Management

> Maintenance Management
> Resource Management

> Real Estate Management
> Stafling

> Travel and Expenses

< i v
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Step Action

1. Begin by navigating to the Requisitions page.

Click the Purchasing link.
[ Purchasing

2. Click the Requisitions link.
3. Click the Review Requisition Information link.
Review Reguisition Information
4, Click the Requisitions link.
5. The Requisition Inquiry page displays. Various fields are available in which to

conduct a search for a requisition.

You can search by requisition name, by date, vendor, description, and by the ID. In
fact, you can search by entering values in as many boxes as you like. The more
specific the search criteria you enter, the smaller the result set will be.

This page is used to enter the criteria needed to execute the search.

6. For this example the criteria will be the Requisition ID.

Click the Look up Requisition ID (Alt+5) button.

=

7. The Look Up Requisition ID page displays.

Use this page to enter criteria and perform the search for a Requisition ID.

8. If you know the Requisition ID enter it in the Requisition ID field. For this
example, we will select from the already visible search results.

Click the 0000000170 link.

0000000170
9. Click the OK button.
10. The Requisitions page displays. The Details and the Status of the requisition can

now be viewed.

Take a moment to glance over the information on the Details tab. It provides basic
information about the name of the requisition, who entered the request, the request
date, and its current status.

11. Click the 0000000170 link.

12. The Line Details of the requisition displays. It provides the quantity, amount for
each line item, line item details, and the schedule details for the line item.
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Step

Action

13.

To view the schedule information, click the Schedule Details button.

14.

The location of where the item will ship to and the date it is due to arrive at the
location can be viewed here.

To view how the funds are distributed to pay for the line item, click the Distribution
Details button.

15.

There is only one accounting line to pay for this request. Notice that there are three
other tabs regarding the Distribution Information that can be viewed. To view the
information on those tabs, continue on and view the information.

16.

Click the More object.

17.

Click the Asset Information object.
| Asset Information |

18.

Click the Budget Information object.

| Budget information |

19.

When you are done viewing all the details of the Distribution Information, click
the Return button.

20.

Click the Return button again to return to the Line Details page.

21.

Comments are sometimes entered with the line item. To confirm if comments were
entered for a specific line item, click the Line Comments button.

0

22.

The Line Comments page displays. You can enter comments OR attach a document
that has detailed comments about the line item.

To attach a document, you would only need to click the Attach button and find the
document to attach.

23.

Click the OK button to return to the Line Details page.
0K

24.

Click the Return button to return to the Requisitions page.

25.

To view the status information related to the requisition click the Status object.
Status

26.

Review the information displayed.

When done, scroll to the right and click the Approval Status button.

£
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Step Action

217. Review the approvals that have been given on the requisition and the dates the
approvals were given.

After reviewing the information, click the OK button.

28. You have successfully completed the Reviewing Requisition Information (Manage
Requisitions Page) topic.

You have learned to:

- search for a requisition

- review the information associated to the requisition
End of Procedure.

Page 100



Training Guide
QQ GEARS . .

General Enterprise And Resource Support PO220 Purchasmg Goods and Services

Lesson 5: Understanding Receipts

Receipts are required in GEARS if a standard purchase order (PO) has been issued for the goods
or services that your court or office has purchased. Standard POs are issued by the AOC
Procurement Office when the total purchase amount is $2,500 and above.

Vendors may ship less than the quantity that was ordered on the PO in a single shipment and may
make several shipments to satisfy a single PO line. For that reason, GEARS will allow a receipt
to be entered for a reduced quantity.

The GEARS system can be configured to allow an over-receipt by a specified percentage. The
Judiciary will allow an over shipment but the exact percentage has not been decided. The system
will allow several receipts to be entered for items on a single line on a PO but the total quantity
received cannot exceed the original order quantity on the line. NOTE: Due to processing
overages for some items ordered by the Judiciary, any quantity delivered can be received.

Receipt Types
Receipts are used to track the receipt of goods and services. For goods, receipts confirm the

appropriate ordered quantity and type are correct and intact. For services, receipts confirm the
services were completed successfully. There are two types of receipts:

1. Non-PO Receipt: Not associated with a standard purchase order and include purchases
less than $2,500. An Express PO may have been created for purchases below $2,500.

2. PO Receipts: The most common type of receipts. The total purchase amount on the
associated standard purchase order is $2,500 and above.

NOTE: Many purchases below $2,500 may not have a standard purchase order, because standard
purchase orders are not required for purchases below $2,500.

Receiving Quantity vs Amount Purchase Order Lines

Within the two types of receipts, are goods or services which constitute the line items. There are
two types of purchase order line items for which you can create a receipt: quantity and amount-
only.

Quantity

Quantity line items are the most common and are typically for goods. The Receiving Analyst
accepts a quantity of the received order out of the original ordered quantity or the full order
guantity. For example, 10 boxes of pencils out of an original ordered 10 boxes. A partial receipt
can also be created where the received quantity is less than the original ordered quantity.

Amount-Only

Amount-only line items are usually for services, but amount-only lines may also be used for
goods. The Receiving Analyst enters a dollar amount out of the total ordered dollar amount from
the purchase order or the full dollar amount. For example, an amount-only receipt for a service
may indicate completion of one phase of an entire job. The partial receipt has an amount-only
line receiving a portion of the total dollar amount, of which the portion is used to pay for the one
phase of the job.
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5.1 Understanding Receipt Statuses

The Receipt Status identifies where the receipt is in its lifecycle. The receipt status is found in
the receipt header and on receipt lines. Every receipt has one of the following statuses:

e Open: One or more receipt lines are in an open status.

e Fully Received: All lines are received.

e Hold: The receipt was placed on hold and will be on hold until released by the receiver
or other authorized user. NOTE: Vouchers (invoices) cannot be processed against
receipt lines that are on hold.

e Moved: Indicates that the applicable asset information on the receipt has been
successfully sent to the Asset Management System (Magic).

o Closed: All receipt lines have been moved and/or matched (when required) and no
further processing is required.

e Canceled: All lines are canceled. Canceling cannot be reversed.
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Lesson 6: Entering Receipts

Lesson Overview
This lesson covers the steps that are necessary to enter receipts.

Lesson Objectives
After completing this lesson, you will be able to:

e Receive an order
o Create a partial receipt

6.1 Receiving a Complete Order

The goods or services purchased by the Judiciary must be documented. If the goods or services
purchased were all delivered at once, it must be documented in full even when the delivered
product is broken. The associated purchase order can be retrieved and a receipt created by
location. You are also allowed to place a comment regarding the product's delivery, if necessary.
Comments can also be used to record the condition of the goods that were received.

When searching for a purchase order line to receive against, you must enter criteria to find the

purchase order. Typically, you should have a packing slip with the goods being received. If you
do, that document should have the purchase order number on it. Entering that number should be
the most direct way to retrieve the purchase order line you are receiving. You can also use other
search options to find the right PO to receive against, like searching by date created, for example.

Other search fields such as the Ship To location and Date Range of the information related to the
due date entered on the purchase order can also be used in your search.
After completing this topic, you will be able to:

e Create a PO Receipt
¢ Receive the full quantity for a purchase order

Procedure

In this topic, you will learn how to receive the full quantity for a purchase order including all
purchase order lines.

Step Action

1. Begin by navigating to the Receiving - Add a New Value page.

Click the Purchasing link.

[- Purchasing

2. Click the Receipts link.
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Step Action

3. Click the Add/Update Receipts link.
Eddmgd ate Receigtsl

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites = Main Menu > Purchasing > Receipts > Add/Update Receipts
EINew Window 7 Help o5, http

Receiving

Find an Existing Value ¢

Business Unit:  [MDJUD Q
Receipt Number:|NEXT

PO Receipt

#100% ~

Step Action

4, The Add a New Value page displays.

Use this page to create a new receipt.

5. Verify that the Business Unit field displays "MDJUD" and the Receipt Number
field displays "NEXT".

NOTE: The Receipt Number field should always display "NEXT" to allow the
system to generate the receipt number. The system generates the next sequential
receipt number when the receipt is saved.

6. Verify that the PO Receipt check box is selected when creating a PO Receipt.

NOTE: This box should be unchecked when creating a non-PO receipt.

7. Click the Add button.
Add
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OrRACLE "
Favorites . Main Menu > Purchasng » Receipts > Add/Update Recepts Ly T M ML
? Help
Select Purchase Order
Search Criteria
PO Unit: MDJUD @ Days +/- Today: 30
0 @ startDate: 1110/2012 &
Line i Schedule: o Endpate [o0ez013
Release: ] Vendor Hame: [ Y vendor Lookup
Item 1D: T Vendor Item ID: [ -
Ship To: [ T Manufacturer 1D: [ a
Ship Via: [ & Manufacturer's Item ID: [ Q
Retrieve Open PO Schedules
—
© No Order Qty @ Ordered Qty © PO Remaining Qty
OK | Cancel | Refresh
javascript:DatePrompt_win0('PO_PICK_ORD_WRK_DUE_DT _START''PO_PICK_ORD_WRK_DUE DT _STARTSprompt’, 450" false); ®100% -
Step Action

8. The Select Purchase Order page displays.

Use this page to search for the purchase order and receive in the goods and/or
services.

9. You can provide as much or as little selection criteria as you want. Supplying more
specific search criteria will reduce the number of rows returned by the search.
Supplying less specific selection criteria will increase the number of rows returned.
If you don’t retrieve the purchase order you are trying to receive against, widen the
search by supplying less specific search criteria.

10. Use the default date in the End Date field.

11. Click the Search button.

Search
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites . Main Menu > Purchasng » Receipts > Add/Update Recepts
Select Purchase Order
PO Unit: MDJUD @ Days +/- Today:
0 @ startDate:
Line / Schedule: ’7 I ’7 End Date:
Release: [ Vendor Hame: vendor Lookup
Item 1D: T Vendor Item ID:
Ship To: [ Y Manufacturer ID: a
Ship Via: [ & Manufacturer's Item ID: Q
Retrieve Open PO Schedules
Seareh d © No Order Qty (© PO Remaining Qty
personaiize | Find | view A | B | B Firt T g orq 1 ast
Shipping Related  Lore Detalls
[C] WDJUD 0000000027 1 1 12M0/2012 15.0000
#  selectan O clearan
] (i ]
Step Action
12. Purchase order lines matching your selection criteria display in the Retrieved Rows
section below.
13. The PO Qty column displays the original quantity/amount of the purchase order
line.
If applicable, the Prior Receipt column displays the quantity received previously.
14. Click the check box for all purchase order lines for the purchase order.
15. Click the OK button.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Purchasng » Receipts > Add/Update Receipts
? Help
Maintain Receipts
Receiving
Business Unit: MDJUD Receipt Status: Open b
Receipt ID: NEXT Add Header Comments Actiities

Header Details

Select Purchase Order Close Short All Lines Print Delivery Report Run 20 Receil

Receipt Lines Personalze | Find | Viev 41| H |

More Details " Links and Status [ tem / Mg Data | Opfional lnput | Source Information
B o N - o Close - Device
Line item Description Receipt Qty RecvUOM ReceiptPrice  Accept Gty Status i Serial Trae stock UON
1 B suP-555 Office Supplies [15.0000 B [EA @ 10000000 5.0000 Open EA
[Clinterface Receipt [Z] Run Close Short

Interface Asset Information

B save |[=] Notify | |} Refresh [Er Ad

i 3

H100% ~

Step Action

16. The Maintain Receipts - Receiving page displays.

Use this page to enter a receipt of the goods and/or services. If the receipt is for a
tangible good, you will need to enter a quantity and unit of measure. If the receipt is
for an intangible good, you will need to enter an amount in USD.

17. The Receipt Quantity field for the purchase order line(s) displays the amount to be
received.

Verify the quantity.
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Add fo Favorites |

WutiChannel Console |

Sign out

Favorites ~ Main Menu > Purchasng » Receipts > Add/Update Receipts
? Help
ip
Receiving
Business Unit: MDJUD Receipt Status: Open
Receipt ID: Add Header Comments Actiities
Select Purchase Order [ Close Short Al Lines Print Delivery Report e e |
Receipt Lines
QL2 More Detaiis | Links and Status * flem/MfgData " Optionallnput || Source Information
Line item Description Receipt Qty *RecvUOM ReceiptPrice  Accept Qty Status €= Serial Devies ook uon)
Short Track
1 & sup-555 Office Supplies [15.0000 B [EA @ 10000000 5.0000 Open =] O 0 [ea
Interface Receipt Run Close Short Interface Asset Information
|E) save | =] Notify | Refresh |
<[ . v
#100% ~

Step Action

18. Click the_ Save button.

Favorites - Main Menu > Purchasng > Receipts > Add/Update Receppts

WutiChannel Console /Add to Favorites

Home |

Worklist | Sign out

Enewwindow 7 Help & Personalize Page [, htip

Receiving
Business Unit: MDJUD Receipt Status: Fully Received 13§
Receipt ID: 0000000017 A0d Header Comments Activities
Header Details Document Status
Select Purchase Order | Close Short All Lines | | Print Delivery Report | | Run PO ReceiptAccial |

Receipt Lines

Personalize | Find |

@ save | [Z] Notty | | Remesn |

QEEEEIE N ore Defais | Links and Status | fiem Mg Data | Optional Input | Source Information__
B . : N o Close i Device
Line item Description Receipt Oty RecvUOM ReceiptPrice  Accept Oty Status o Serial Track  StockUOI
1 [ |sup-555 Office Supplies 15.0000 By [EA @ 10000000 16.0000 Received O =] 0o [ea
Interface Receipt Run Close Short Interface Asset Information

< .

] r

hitp://oracleld.courts.state.md.us:12080/psp 3

LIB_PT_NAV.ISCRIPTL. FieldFormulalScript_PT_NAV_INFRAME?pt_fname=EPCO_SHIPMENT_INSPECT #,100% ~
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Step Action

19. A new Receipt ID is generated upon a successful save.

20. The Receipt Status changes to "Fully Received" after the receipt is saved.

Additionally, the Status of the purchase order line(s) displays received.

21. You have successfully completed the Receiving a Complete Order topic.

You have learned how to:

- Create a PO Receipt

- Receive the full quantity for a purchase order
End of Procedure.

6.2 Entering a Partial PO Receipt

Sometimes goods and services delivered for the PO are not provided completely. In instances
where there is only a partial delivery of the goods and services, the Judiciary must document and
issue a partial receipt. Once a partial receipt is posted, the GEARS system reduces the balance
due on that PO line.

GEARS allows you to create a partial purchase order receipt when the received quantity or
amount is less than the ordered quantity or amount.

After completing this topic, you will be able to:

o Enter a partial receipt for a PO

Procedure

In this topic, you will learn how to enter a partial PO receipt.

Step Action

1. Begin by navigating to the Receiving - Add a New Value page.

Click the Purchasing menu link.

[ Purchasing

2. Click the Receipts link.

3. Click the Add/Update Receipts link.

]gd diUpdate Receigts]
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > Purchasng > Receipts > Add/Update Receppts
I New Window  ? Help 5, hitp

Receiving

Find an Existing Value

Business Unit:  |MDJUD Q@
Receipt Number:|NEXT

PO Receipt

®100% -

Step Action

4, The Receiving - Add a New Value page displays.

Use this page to create a new receipt.

5. Verify that the Business Unit field displays "MDJUD" and the Receipt Number
field displays "NEXT".

NOTE: The Receipt Number field should always display "NEXT" to allow the
system to generate the receipt number. The system generates the next sequential
receipt number when the receipt is saved.

6. Verify that the PO Receipt check box is selected when creating a PO Receipt. If this
check box is not selected, GEARS will not allow you to associate this receipt with a
PO.
7. Click the Add button.
Add
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OrACLE "
Favorites . Main Menu > Purchasng » Receipts > Add/Update Recepts Ly T M ML
Select Purchase Order
PO Unit: MDJuD e} Days +/- Today: 30
0 @ startDate: 11/06/2012 &
Line i Schedule: o Endpate [o10s2013
Release: ] Vendor Hame: [ & Vendor Lookup
Item ID: e Vendor ftem ID: [ &
Ship To: Q Manufacturer ID: [ Q
Ship Via: Q Manufacturer's item ID: [ Q
Retrieve Open PO Schedules
ot © No Order Qty @ Ordered Qty ) PO Remaining Qty
javascript:DatePrompt_win0('PO_PICK_ORD_WRK_DUE_DT _START''PO_PICK_ORD_WRK_DUE DT _STARTSprompt’, 450" false); ®100% -
Step Action
8. The Select Purchase Order page displays.
Enter criteria and search for purchase order lines. Enter the PO ID, if known.
9. Click the PO Remaining Qty option.
|-L:," PO Remaining
10. Click the Search button.
| Search |
11. Purchase order lines matching your selection criteria display in the Retrieved Rows
section below.
12. The PO Qty column displays the original quantity/amount of the purchase order
line.
The Prior Receipt column displays the quantity received previously.
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu > Purchasng > Receipts > Add/Update Receppts

? Help

Select Purchase Order

Search Criteria

PO Unit: Moo e Days +/-Today: 20

D: [ & surpae: [1zoziz @

Line / Schedule: f End Date: 0110512013 =

Release: Vendor Hame: R yendorLoskun

Item 1D: [ Vendor Item ID: Q

Ship To: [ ! Manufacturer I: [ Q
Ship Via: Q Manufacturer's Item ID: [ Q

Retrieve Open PO Schedules

lﬂ;‘ ® O @ Ordered Qty © PO Remaining Qty

Retrieved Rows

SRR Shipping Related | More Detais.

o
personalize | Find | Vi <0 | B | 88 rrst £ q30r3 1 (ast

. N Prior .
Sel POUnit POID Line Sched Release Due Date PO Oty ipt ftem Description
MDJUD 0000000024 1 1 12/06/2012 10.0000 5.0000 SUP-555 Office Supplies
MDJUD 0000000025 |1 1 1210812012 30000 SUP-555 Office Supplies
[ WDJUD 0000000025 |1 1 12/06/2012 20.0000 SUP-555 Office Supplies
SelectAl O clearan
| ok | cCancel | Refresh |
gl i ]

H100% ~

Step Action

13. Click the check box for all purchase order lines for the purchase order. If you need
to select all of the PO's listed, you can click the Select All link below.

O]

14, Click the O_K button.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > Purchasng > Receipts > Add/Update Recepts

? Help
Maintain Receipts

Receiving

Business Unit: MDJUD Receipt Status: Open ®

Receipt ID: NEXT Add Header Comments Adtivities

Header Details

Select Purchase Order Close Short All Lings Print Delivery Report Run PO Receipt Accrual

) More Detais | Links and Status | lem/MfgData | Optionallnput | Source Information

Line Item Description Receipt Qty *RecvUOM ReceiptPrice  Accept Qty Status o= Serial D?:‘EW Stock UOE
1 2 supsss Office Supplies 20.0000 B [EA @ 100.00000 20.0000 Open EA

[[interface Receipt [CJRun Close Short Interface Asset Information

B save | [=] notity Refresh Ex A

®100% -

Step

Action

15.

The Maintain Receipts - Receiving page displays.

Use this page to enter receipt information.

16.

Update the quantity/ amount for the receipt line(s) accordingly.

Enter the partial quantity received into the Receipt Qty field.

17.

Click the Save button.

18.

After saving the receipt successfully, the Receipt ID is generated.
The Receipt Status is updated from "Open" to "Fully Received".

NOTE: The Receipt Status refers to the status of the receipt just entered. This does
not indicate that purchase order line(s) is fully received.

19.

Note that the Accepted Quantity has updated based on the amount entered in the
Receipt Quantity field.

20.

You have successfully completed the Entering a Partial PO Receipt topic.

You have learned to:
- Enter a partial receipt for a PO
End of Procedure.
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Lesson 7: Managing Receipts
Lesson Overview

This lesson covers the steps necessary to manage receipts.

Lesson Objectives
After completing this lesson, you will be able to:

e Adjust the status of a receipt
e Update a receipt
e Cancel a receipt

7.1 Putting a PO Receipt on Hold

Q GEARS
Q General Enterprise And Resource Support

It may be necessary to make changes to a purchase order or delay invoicing against a purchase
order that has been received. In these circumstances, you can enter the PO Receipt and place it in
a hold status. The receipt is entered into the system as you would enter any other receipt, but it is

given a "hold" status until the discrepancy is resolved.

NOTE: The "hold" status must be removed before an invoice can be created in the system.

After completing this topic, you will be able to:
e Update the status of a receipt to "Hold"

Procedure

In this topic, you will enter a PO Receipt and put it on hold.

Step Action

1. Begin by navigating to the Receipt - Add a New Value page.

Click the Purchasing link.

[- Purchasing

2. Click the Receipts link.

3. Click the Add/Update Receipts link.

]gd d/Update Receigtsl
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Favorites = Main Menu > Purchasng » Recepts > Add/Update Receipts
Receiving

Find an Existing Value MdaNEWVHIe

Business Unit:  [MDJUD @
Receipt Number:|NEXT

PO Receipt

Add

Find an Existing Value | Add a New Value

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

ENew Windaw  ? Help 1B hitp

H100% ~

Step

Action

Verify that the following:

- the Business Unit field displays "MDJUD"
- the Receipt Number field displays "NEXT"
- the PO Receipt checkbox is selected

The Receiving - Add a New Value page displays.
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Favorites - Main Menu > Purchasng > Receipts > Add/Update Receppts

Receiving

Find an Existing Value .’ Add & New Valu .‘

Business Unit:  [MDJUD @
Receipt Number:|NEXT

PO Receipt

Add

Find an Existing Value | Add a New Value

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

& New Window  ? Help o5, hitp

®100% -

Step Action

5. Click the Add button.
Add
6. The Select Purchase Order page displays.

against.

search by supplying less specific search criteria.

Use this page to enter criteria and search for a purchase order you want to receive
You can provide as much or as little selection criteria as you want. Supplying more
specific search criteria will reduce the number of rows returned by the search.

Supplying less specific selection criteria will increase the number of rows returned.
If you don’t retrieve the purchase order you are trying to receive against, widen the

Page 116



0
i

GEARS

General Enterprise And Resource Support

Training Guide
P0O220 Purchasing Goods and Services

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu ; Purchasng > Receipts > Add/Update Recepts
Select Purchase Order
P{;-Un\;: [uDJuD @ Days +/- Today: [ 30
0 @ startDate: 1110/2012 &
Line i Schedule: o Endpate [o0ez013
Release: [ Vendor Hame: [ Y vendor Lookup
Item 1D: T Vendor Item ID: [ -
Ship To: [ T Manufacturer 1D: [ a
Ship Via: [ & Manufacturer's Item ID: [ Q
Retrieve Open PO Schedules
— -“:—-I:o‘omlerlﬂ‘l;v‘ " @ Ordered Qty PO Remaining Qty
javascript:DatePrompt_win0('PO_PICK_ORD_WRK_DUE_DT_START','PO_PICK_ORD_WRK_DUE DT _STARTSprompt, 450 false); #100% -
Step Action
7.
8. In the Receipt Qty Option section, the following options determine the receipt
quantity that displays on receipt lines that you update:
- No Order Qty (no order quantity): requires the receiver to enter the actual
number/count of goods received
- Ordered Qty (ordered quantity): makes the received quantity the purchase order
guantity
- PO Remaining Qty (purchase order remaining quantity): replaces the received
quantity with the quantity that has not yet been received.
9. Click the No Order Qty option.
NOTE: Selecting this option requires the receiver to enter the actual number/count
of goods received.
| © No Order ::m.rl
10. Click the Search button.
| Search |
11. Purchase order lines matching your selection criteria display in the Retrieved Rows

section below.
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WutiChannel Console Add to Favorites

Favrites  Main Menu > Purchasng » Receipts > Add/Update Recepts
? Help »
Select Purchase Order
Search Criteria
PO Unit: MDJUD a Days +.- Today: 0
D: A startpate: 12/05/2012 5]
Line | Schedule: ; End Date: 01/00/2013 El
Release: Vendor Name: Q. engor Loskup
ftem ID: Q Vendor ftem ID: Q
Ship To: @ Manufacturer ID: [ Q
Ship Via: Q Manufacturer's ltem ID: [ Q
Retrieve Open PO Schedules
Receipt Qty Options L
@ No Order Qty © Ordered Qty © PO Remaining Qty 1
Retrieved Rows Personalize | Find |
T Shipping Related | hore Details |
§ . Prior o
Sel POUNit POID Line  Sched  Release Due Date PO Gty o tem Description
MDJUD 0000000023 1 1 12/08/2012 5.0000 SUP-555 Office Supolies
MDJUD 0000000024 1 1 12108/2012 10.0000 5.0000 SUP-555 Office Supplies
MDJUD 0000000025 1 1 12106/2012 3.0000 1.0000 SUP-555 Office Supplies
MDJUD 0000000026 1 1 12106/2012 200000  10.0000 SUP-555 Office Supolies
®  selectan O clearan
[ s I mamant || onsenns | -
< i ]
H100% ~

| Workist | WultiChannel Console |  Add to Favorites | Sign out

Favorites - Main Menu > Purchasng > Receipts > Add/Update Receppts
? Help
ip
Receiving
Business Unit: MDJUD Receipt Status: Open ®
Receipt ID: NEXT A0d Header Comments Actiities
Header Details
Select Purchase Order | Close Short All Lines | | Print Delivery Report | Run PO Receipt Accrual |
Receipt Lines Personaiize | Find | Vis v
QL2 More Detaiis | Links and Status * flem/MfgDsta  Optionallnput || Source Information
B . N " o Close N Device
Line. Item Description Receipt Qty ‘Recv UOM  Receipt Price Accept Qty Status e Serial Track  Stock uon
1 @ sup-555 Office Supplies B [EA @ [100.00000 Open O O O EA
Interface Receipt Run Close Short Interface Asset Information
& save | (=] Koty b Refresn | Ead
< i v
H100% ~
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Step Action

14. The Maintain Receipts - Receiving page displays.

Use this page to enter the quantity of goods received.

ORACLE

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Purchasing » Receipts > Add/Update Receipts

? Help

Maintain Receipts
Receiving
Business Unit: MDJUD Receipt Status: Open *®
Receipt ID: NEXT Add Header Comments Activifies

Header Details

Select Purchase Order Close Short All Lines Print Delivery Report Run PO Receipt Accrual

Personalize | Find | View 41| B | 5
More Defais || Links and Status | ftem / Mig Data | Optionallnput | Source nformation

N Close Device

Line tem Description Receipt Qty Recv UOM  Receipt Price Accept Gty Status e Serial Track  Stock Ol

1 B sup-555 Office Supplies B [Ea @ 100.00000 Open EA
[Tlinterface Receipt [Run Close Short

Interface AssetInformation

B save | (=] Moty | |4 Refresh (B A

L,

®100% -

Step Action

15. Enter the quantity/amount received into the Receipt Qty/Amt field.

16. Click the_ Save button.

17. The Receipt ID is generated and the Receipt Status is updated to "Fully Received".

18. Click the Header Details link.
Header Details
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites  Main Menu > Purchasng » Receipts > Add/Updafe Receipts
Enewwindow 7 Help [ Personalize Page B htp =
Maintain Receipts
Header Details
Business Unit: MDJUD “Receipt Date: [i21102012 5] Receipt Time: 49PN
Receipt ID: 0000000016 User ID: wayne wright
Receive Source: on-line Receipt Status: Fully Received
Vendor: - - Name: HOWARD COUNTY DISTRICT COURT
Locaion O
Last Change Date: 1211012012 3:51:39PM Last User to Modify: wayne wright
‘Ship Date: 121102012 | Container ID:
Carrier ID: a Humber of Cartons: i
Vehicle ID: Pallets In:
Driver ID: Pallets OQut:
Bill of Lading: Port O Unloading: Q
Pack Slip: Ship From Country: [usala,
Shipment Number: Ship From Location: Q
Pro Number:
Invoice: Allow ERS
Invoice Dt Option: Match Status: Not Matchd
Freight Terms: [ Match Rule: Q L4
[C1Hold Receipt Process Manufacturing
[C1Hold Inventory Process Inventory i
< — i r
javascrip itAction_wind(d ‘RECV_HDR_WK_HDR_DETAILS); ®100% ~

Step Action

19. The Maintain Receipts - Header Details page displays.

Use this page to update the receipt hold status. You can also enter shipping details
from the packing slip and other processing options, as needed.

20. In the Hold Receipt Options section, click the Hold Receipt option to select it.
| [ Hold Receipt |

21. _Click the OK button.
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Home | Workist | MutiChannel Console | Add to Favorites Sign out

Favorites - Main Menu > Purchasng > Receipts > Add/Update Receppts

Enewwindow 7 Help & Personalize Page 8, htip

Receiving

Business Unit: MDJUD Receipt Status: Hold Receipt ¢

Receipt ID: 0000000016 Add Header Comments Activities
der Detail: Document Status

» Header

| Close Short All Lines | | Print Delivery Report | Run PO Receipt Accrual |

Select Purchase Order

Receipt Lines Personaize | Find | /

QU200  Wore Detaiis | Links and Status * fem/MfgDsta  Optionallnput || Source Information
B o n - o Close . Device
Line item Description Receipt Qty RecvUOM ReceiptPrice  Accept Gty Status i Serial Trame stock UON
1 F sup-555 Office Supplies [2.0000 B [EA @ 10000000 2.0000 Hold =] O 0 [ea
Interface Receipt Run Close Short Interface Asset Information

B save [] Moty b Refresn

Save (Alt+1)

<[ .

H100% ~

Training Guide
P0O220 Purchasing Goods and Services

Step

Action

22.

The Maintain Receipts - Receiving page displays.

The Receipt Status now displays "Hold Receipt".

dutiChannel Console | Add to Favorites

Favorites  Main Menu > Purchasng » Receipts > Add/Update Receipts
ENew Window ? Help [ Personalize Page (B, hitp

Receip
Receiving
Business Unit: MDJUD Receipt Status: Hold Receipt 9
Receipt ID: 0000000016 Add Header Comments Adiivities

Document Status

[

Select Purchase Order

| Close Short All Lines | | Print Delivery Report | Run PO Receipt Accrual

Receipt Lines Personalize | Find | ¥

£ 450 N[ More Defais  Links and Status | fem/MfgData | Optionallnput || Source Information
B . B N o Close - Device
Line Item Description Receipt Qty ‘Recv UOM  Receipt Price Accept Qty Status P Serial Track  Stockuon
1 B suP-ss5 Office Supplies [2.0000 B [Ea @ 100.00000 2.0000 Hold 0 0 0 [ea
Interface Receipt Run Close Short Interface AssetInformation
/@ save | [Z] Motfy 7 Refresh |
< m v
#100% -
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Step Action

23. Click the Save button.
24. When you are ready to remove the hold status, return to the Header Details for the

receipt and deselect the "Hold Receipt" option.

The system will never automatically release the 'Hold'. Someone with the
appropriate level of authority must deselect the checkbox.

25. You have successfully completed the Putting a PO Receipt on Hold topic.

You have learned to:
- put a PO receipt on hold
End of Procedure.

7.2 Updating a Receipt

When it's necessary to make changes, reverse or update a line to a purchase order receipt, search
for the purchase order and make the necessary changes.

After completing this topic, you will be able to:

Update a purchase order receipt quantity/amount

Procedure
In this topic, you will learn how to update a receipt by updating a specific amount of the purchase

order quantity. GEARS will review the status of the receipt/accept line to determine if a change is
allowed.

Step Action

1. Begin by navigating to the Receiving search page.

Click the Purchasing menu link.

[ Purchasing

2. Click the Receipts link.
3. Click the Add/Update Receipts link.

]gd d/Update Receigtsl
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Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

Favortes - Man Menu > Purchasng » Receipts > Add/Update Recepts
EMew Window ? Help B} hitp
Receiving

S

Eind an Existing Value | [(GEEEREUAETS

Business Unit:  [MDJUD @
Receipt Number: NEXT

PO Receipt

Find an Existing Value | Add a New Value

p itAction_wind(d “#1CSrchTypeClassic); H100% ~

Step Action

4, The Add a New Value page displays.

To search for the receipt you want to update, click the Find an Existing Value tab.
[ Find an Existing Value

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Favorites = Main Menu > Purchasing > Receipts > Add/Update Receipts
FnewWwindow 7 Help B nttp

Receiving

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

- Search Criteria
Business Unit: = - MDJUD Q

Receipt Number:  begins with = [

Bill of Lading: pegins with ~ |

PO Business Unit: begins with ~ | Q
ftem ID: begins with | Q
PO Number: begins with + [ Q
Ship To Location:  begins with - | Q
Shipment Number: begins with ~ |

Vendor ID: begins with + [ Q
Received Date: = - )
Receipt Status: = - -
User ID: begins with + [ Q
[case sensitive

Search || Clear  |Basic Search [) Save Search Criteria

Find an Existing Value | Add a New Value

#100% ~
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Step Action

5. The Receiving search page displays.

Enter values in one or more search field to narrow the receipts that are retrieved for
your search.

Entering the receipt number is the most direct search method. You can also enter
the PO number, vendor, received date, receipt status, etc to narrow your search.

6. Click the Search button.

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites = Main Menu > Purchasing > Receipts > Add/Update Receipts

Enewwindow ? Help [& Personalize Page B hitp

Maintain Receipts

Receiving
Business Unit: MDJUD Receipt Status: Fully Received X
Receipt ID: 0000000017 Add Header Comments Activities

Header Details Document Status

Select Purchase Order Close Short All Lines Print Delivery Report

Personaize | Find | Vicv A | E | 3
More Detals [ Links gnd Status | ftem / Mg Data | Optional input | Source Information

N Close Device  Stock.

Line item Description Receipt Qty Recv UOM Receipt Price | Accept Gty Status Category Sho | Seral = &7

1 I% SUP-555 Office Supplies 15.0000 % EA Q@ 100.00000 15.0000 Received  PRINTERS EA
[[interface Receipt [C]Run Close short

Interface Asset Information

) save| & RetumitoSearch | (=] Wotify | 4 Refresh | B 4

—

.

#100% ~

Step Action

7. The Maintain Receipts - Receiving page displays.

Increase/decrease the receipt quantity/amount for the applicable receipt line(s).

8. Click the Save button.

9. The purchase order receipt accepted quantity has been updated.

Notice that value in the Accept Qty/Amt field updated to the quantity/amount
entered in the Receipt Qty/Amt field.
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Step Action

10. You have successfully completed the Updating a Receipt topic.

You have learned to:

- Search for a receipt

- Update a purchase order receipt quantity/amount
End of Procedure.

7.3 Canceling a Receipt

There are times when the Judiciary must cancel a purchase order receipt. This is most likely to
occur when an item has been received in error. The GEARS system has safeguards in place that
are designed to prevent the most common receiving errors. In spite of the safeguards, it is
possible for the person entering a receipt to inadvertently receive against the wrong purchase
order line. When that happens, the erroneous receipt is cancelled and the new and correct receipt
is entered.

NOTE: When a PO receipt is canceled, all quantities/amounts received become available for
receiving on the associated purchase order. Canceling receipts cannot be reversed.

After completing this topic, you will be able to:

e Cancel a receipt

Procedure

In this topic, you will learn how to cancel a receipt.

Step Action

11. Begin by navigating to the Maintain Receipts - Receiving page.

Click the Purchasing link.

[ Purchasing

12. Click the Receipts link.

13. Click the Add/Update Receipts link.
]gde'Ugd ate Receigts]
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L35

Favorites - Main Menu > Purchasng > Receipts > Add/Update Receppts

Receiving

S

Eind an Existing Value | [(GEEEREUAETS

Home |

Worklist

Business Unit:  [MDJUD @
Receipt Number: NEXT

PO Receipt

Find an Existing Value | Add a New Value

WultiChannel Console | Addto Favorites | Sign out

ENew Windaw  ? Help 1B hitp

itAction_wind(d “#1CSrchTypeClassic);

H100% ~

Step Action

14. The Add a New Value page displays.

"

i Find an Existing Value

To search for the receipt you want to cancel, click the Find an Existing Value tab.

Favorites = Main Menu > Purchasing > Receipts > Add/Update Receipts

Receiving

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

Home |

- Search Criteria

BusinessUnit. = = oo e
Receipt Number:  begins with = [
Bill of Lading: pegins with ~ |
PO Business Unit: begins with ~ | Q
ftem ID: begins with | Q
PO Number: begins with + [ Q
Ship To Location:  begins with - | Q
Shipment Number: begins with ~ |
Vendor ID: begins with + [ Q
Received Date: = - )
Receipt Status: = - -
User ID: begins with ~ | Q
[case sensitive

Search Clear

Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value

Workist

WMutiChannel Console | Addto Favortes | Sign out

Enew window 7 Help 15 nitp

#100% ~
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Step Action

15. The Receiving search page displays.

Enter values in one or more search field to narrow the receipts that are retrieved for
your search.

Entering the receipt number is the most direct search method. You can also enter
the PO number, vendor, received date, receipt status, etc. to narrow your search.

OoRrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Purchasng » Receipts > Add/Update Recepts
EMew Window ? Help B} hitp

Receiving

Enter any information you have and click Search. Leave fields blank for a list of all values,

[ Fin an Exstng vaue JEATEETAGITS
|~ Search Criteria
Business Unit: = - MDJUD Q

ReceiptNumber: beginswith ~|
Bill of Lading: beginswith ~[ |
POBusiness Unit: beginswith ~| @
item ID: beginswith ~[ Q
PO Number: beginswith ~[  Q
Ship To Location:  begins with - ’70\
ShipmentNumber: beginswith «|
Vendor ID: beginswith ~[  Q

Received Date: = - El
Receipt Status: - -
User ID: begins with « | a,

[CIcase Sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

®100% -

Step Action

16.

17. Click the Search button.
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ORrRACLE

L35

GEARS

General Enterprise And Resource Support

Favorites - Main Menu > Purchasng > Receipts > Add/Update Receppts
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

'~ Search Criteria

Business Unit: = = oo g
Receipt Number:  beginswith ~ [%12
Bill of Lading: beginswitn ~ |
PO Business Unit: beginswith ~| |Q
Item ID: beginswith ~[  Q
PO Humber: begins with ~ ’70\
ShipToLocation: beginswith [ @
ShipmentNumber: beginswith ~ [
Vendor ID: begins with ~ ’70\
Received Date: = - H
Receipt Status: = - -
User ID: begins with ~ ’70\

[CIcase Sensitive

Search || Clear |gasic Search [ Save Search Criteria

Search Results

View All
Business Beceint  BIlOl g inesstemin ponumper £ Receive ShinTo Shioment.uerip  vendor Name 1
Unit  Humber Leding ESSfEmE Receipt Source Location Number o oor? VeRdertiamet

i10JUC 0000000012 (blank)MDJUD |SUP-555 0000000025 Y. On-line 02

Find an Existing Value | Add a New Value

Received |Receipt
Date Statys  US€rD

blank) 526002033 HOWARD COUNTY DISTRICT COURT 12/06/2012|Received wayne.wri

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

First [@] 1202 [ L

< i

javascrip itAction_wind(d “#1CRowd)');

Step Action

18.

The purchase order(s) that matches your criteria displays in the search results grid.

19. Click the receipt link.

0000000012

20. The Maintain Receipts - Receiving page displays.

Use this page to cancel the receipt.
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Favorites - Main Menu > Purchasng > Receipts > Add/Update Receipts

" Receipt Lines.
- ) L ) Close. } Device  Stock
Line Item. Description Receipt Gty Recv UOM Receipt Price  Accept Qty Status Category Gt Serial T o
1 [ sup-ss5 Office Supplies  [3.0000 B [EA_ ] 10000000 3.0000Received  PRINTERS O O R
Interface Receipt Run Close Short Interface Asset Information

[& Retuntosearcn | 1) Frevous i st | (43 Nextimist| [E] Notty | s Refresn A
Qo ] ’
i H100% v

GEARS Training Guide

P0O220 Purchasing Goods and Services

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out

ENewWindow 7 Help [& Personalize Page B, htp

Maintain Receipts

Receiving
Business Unit: MDJUD Receipt Status: Fully Received 3¢
Receipt ID: 0000000012 Add Header Comments Actvties
Header Details Document Status
+ Header
| CloseShotAllLines epor | | Run PO ReceiptAccrual |

Select Purchase Order

Receipt Lines

More Details || Links and Status  kem /Mfg Data | OptionalInput " Source Information |

itAction wir in0, RECV_HDR_WK_PB_CANCEL RECPT');

Step

Action

21.

Click the Cancel Receipt button. Doing this will cancel the entire receipt. If you
wish to cancel a specific line or lines within the receipt, you can click the Cancel

button in the desired lines.

i

Message

Canceling Receipt cannot be reversed. Do you wish to continue? (10300,33)

A CE

#100% ~
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Step Action

22. A confirmation message displays.

Click the Yes button to confirm the action.

23. The Receipt Status updates to "Canceled".

The receipt Line Status updates to "Canceled" for all receipt lines.

24, When a PO receipt is canceled, all quantities/amounts on the receipt become
available for receiving on the associated purchase order.

25. You have successfully completed the Canceling a Receipt topic.

You have learned to:
- Search for a receipt
- Cancel a PO receipt
End of Procedure.
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Lesson 8: Reviewing Receipt Information

Lesson Overview
This lesson covers the steps necessary to review receipt information.

Lesson Objectives
After completing this lesson, you will be able to:

e Review receipt information by location
e View receipt document status

8.1 Reviewing Receipt Information (By Location)

The Judiciary may review receipt information at any time. There are several ways to search and
then review the receipt information. For example, you can search by User ID, Business Unit, or
Location.

After completing this topic, you will be able to:

e Search for a purchase order receipt
e Review the receipt information

Procedure

In this topic, you will learn how to search by location for a purchase order receipt and review the
information.

Step Action

1. Begin by navigating to the Maintain Receipts - Receiving page.

Click the Purchasing link.

[ Purchasing

2. Click the Receipts link.
Receipts

3. Click the Review Receipt Information link.
Review Receipt Information

4, Click the Receipts link.

Review Receipt Information

5. The Receiving search page displays.

To search for the receipt you want to review, click the Find an Existing Value tab.
Find an Existing Yalue |
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Step Action

6. The Find an Existing Value tab displays.

Enter values in one or more search field to narrow the receipts that are retrieved for
your search.

Entering the receipt number is the most direct search method. You can also enter
the PO number, vendor, received date, receipt status, ship to location, etc. to narrow
your search.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Purchasing > Receipts > Review Receipt Information > Receipts
ENewWindow  ? Help 5 hiip
Receiving

Enter any information you have and click Search. Leave fields blank for a list of all values.

~ Search Criteria

Business Unit: = ~ MDJUD Q
Receipt Number: begins with ~
Billof Lading:  begins with ~+

]
PO Business Unit: = + .
Item ID: beginswith ~[ @
User ID: begins with ~ Q
PO Humber: begins with ~ a
ship ToLocation: beginswith ~ [ @
Vendor ID: begins with ~ Q
Received Date: = - w
Receipt Status: = - -

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

®100% -

Step Action

7. For this example, enter "02" into the Ship To Location field.

8. Click the Search button.
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Favorites

Main Menu > Purchasing > Receipts > Review Receipt Information > Receipts

HutiChannel Console

Business Unit: = -

MDJUD Q

Receipt Number: | begins with ~ |

~ Search Criteria

Search Results

Bill of Lading: begins with v |

PO Business Unit: = + e

ftem ID: begins with ~ | Q
UserID: begins with ~ | Q

PO Humber: begins with v | Q

Ship To Location: begins with ~ [02 Q
Vendor ID: begins with ~ | Q
Received Date: = - | £l
Receipt Status: = - -
| search Clear  |Basic Search [§ Save Search Criteria

Training Guide
P0O220 Purchasing Goods and Services

Add to Favorites Sign out

View All First [ 11001
mﬂﬁa euﬁmaﬁw ftem D Userin Origin PO Humber %ﬁn%ﬁ%ﬁ"‘vammm Vendor Name 1 %
i0JUC 0000000017 (plank) MDJUI Office Supplies SUP-555 wayne.wright (blank) 0000000027 02 (blank) 526002033 HOWARD COUNTY DISTRICT COURT 12/10/2012|
MDJUD 0000000016 (blank) MDJUD |Office Supplies SUP-555\wayne.wright (blank) 0000000024 02 (blank) 526002033 HOWARD COUNTY DISTRICT COURT 12/10/2012|
MDJUD 0000000015 (plank) MDJUD Office Supplies SUP-555 wayne.wright (blank) 0000000025 02 (blank) 526002033 HOWARD COUNTY DISTRICT COURT 12/10/2012|
MDJUD 0000000014 (blank) MDJUD |Office Supplies SUP-555\wayne.wright (blank) 0000000026 02 (blank) 526002033 HOWARD COUNTY DISTRICT COURT 12/10/2012|
MDJUD 0000000013 (plank) MDJUD Office Supplies SUP-555 wayne.wright (blank) 0000000026 02 (blank) 526002033 HOWARD COUNTY DISTRICT COURT 12/06/2012|
MDJUD 0000000012 (blank) MDJUD |Office Supplies SUP-555\wayne.wright (blank) 0000000025 02 (blank) 526002033 HOWARD COUNTY DISTRICT COURT 12/06/2012
MDJUD 0000000011 (plank) MDJUD Office Supplies SUP-555 wayne.wright (blank) 0000000024 02 (blank) 526002033 HOWARD COUNTY DISTRICT COURT 12/06/2012|
MDJUD 0000000010 (blank) MDJUD IT Software (blank) |VP1 ONL 0000000018 02 (blank) 00000123 ABC TEST COMPANY 11/20/2012
MDJUD 0000000009 (blank) MDJUD Test2 (blank) VP1 ONL 0000000016 02 (blank) 00000123 ABC TEST COMPANY 11/20/2012)
MDJUD 0000000005 (blank)MDJUD |Courier Semvice|(blank) |VP1 (blank) 0000000009 02 (blank) 00000123 ABC TEST COMPANY 11142012 ~
< m J 5
javascrip itAction_wind(d HICRoWD'): H100% ~

Step

Action

Click the receipt link.
Q000000017

The search results display.

Favorites

Home |

Main Menu > Purchasing > Receipts > Review Receipt Information > Receipts

Workist |

WuliChannel Console |

Add to Favortes |  Sign out

FNewWindow ? Help [& Personalize Page B hitp

Unit: MDJUD

Receipt No:

0000000017

Source:

On-line

Receipt Status:

Received

More Line Data | Qptional Input
sel ltem Description Price AmtOnly Recv@ty  ho Reject Oty Device Track
1 SUP-555 Office Supplies 10000000 ] 150000 EA (o} =
Header et Line Details Manufacturer Info Asset Information
Document Status Header Comments Display RTV Information Line Status
Distribution Putaway Information Device Tracking
[ Return to Search | [+ Frevious intist | [+E Netin List | (] Notity |
“ i T
£100% ~
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Step Action

10. The Receipts inquiry page displays with the information for the selected receipt.

Review the receipt information.

11. You have successfully completed the Reviewing the Receipt Information topic.

You have learned to:

- Search for a purchase order receipt by location

- Review the information from the selected search result
End of Procedure.

8.2 Viewing Receipt Document Status

In GEARS, you may quickly cross reference transactions or online documents related to a receipt
using the receipt number or other transactional information as a reference. For example, you may
want to see the voucher (invoice information) that was created after the receiving report was
created in GEARS. Use the Document Status inquiry pages for a receipt to view related
documents / transactions.

Documents that can be associated with a receipt include:

e Contracts
e Purchase Orders

e Vouchers
e Requisitions
e Payments

The Receipt Document Status page also links to the basic inquiry, Receipt Inquiry pages,
which provide more detailed receipt information.

NOTE: Depending on your security in GEARS, you may or may not be able to link to all
associated documents.

After completing this topic, you will be able to:

o Cross reference transactions for a requisition
o View details of a related transaction

Procedure

In this topic, you will review the transactions associated with a receipt. You will also learn how
to access the related transaction inquiry pages to view details of the transaction.
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Step Action

1. Begin by navigating to the Receipt Document Status page.

Click the Purchasing menu.

| [ Purchasing "’|
2. Click the Receipts menu.

| 1 Receipts r |
3. Click the Review Receipt Information menu.

| [(1 Review Receipt Information k |
4. Click the Document Status menu.

| [~ Document Status |

ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites = Main Menu > Purchasing » Recepts > Review Receipt Information > Document Status

ENew Window B hitp
Receipt Document Status INQ

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

- search Criteria

Business Unit: = - ’WQ
Receipt Number:  beginswith +|
Case Number: beginswith ~[
Carrier 1D: begins with ~ ’7
Packing Slip: beginswith [

User ID: beginswith ~[

Received Date: = - w
Receive Source: = - -
Receipt Status: = - -

ship To Location:  begins with =
Vendor ID: begins with
Shert Vendor Name: begins with =

[CIcase Sensitive

Search Clear |Basic Search [E] Save Search Criteria

Step Action

5. The Receipt Document Status search page displays.

Verify that "MDJUD" displays in the Business Unit field.

6. You can narrow your search results by using any of the search fields. Some
common search fields include:

- Receipt Number

- User ID

- Received Date

- Receipt Status

- Short Vendor Name (Vendor SSN or TIN)

- Vendor ID
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Step Action

7. Enter search criteria into one or more fields. Enter the receipt number, if known.

8. Click the Search button.

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites © Main Menu > Purchasing > Receipts > Review Receipt Information > Document Status

FNew Window [ Personalize Page B, hitp

Document Status

Business Unit: MDJUD Receipt Number: 0000000069

Document Date: 02/12/2013 Status: Received
Currency: usD Document Type: Receipt
Merchandise Amt: 1,000.00

Short Vendor Name: 123456789-003 Carrier ID:
Source: On-line Case Number:

- | B st K 43013 1
) Related Info.
setD PSS pocument Type DOCID Status Document Date  Vendor ID Location
SHARE Contract 0000000000000000000000036  Approved 020122013 00000000155
MDJUD  Purchase Order 0000000093 Dispatched  02/122013 00000000155 003
MDJUD  Voucher 00000072 Posted 02/12/2013 0000000015 5 003 B

£ Relum to Search

Step Action

9. The Receipt Document Status page displays.

NOTE: If one specific receipt is entered from the search criteria, the system
automatically directs you to the Receipt Document Status page.

At the top of the page, view the receipt's status, the date the receipt was created, the
vendor, and total receipt amount.

10. NOTE: You can view the Receipt Inquiry pages by using the link next to the
Receipt Number field at the top of the page.

11. In the Associated Document section, view all online documents that reference the
receipt on the Documents tab.

Documents that can be associated with a receipt include contracts, requisitions,
purchase orders, vouchers, and payments.

Summary information for the documents listed is shown, including the document
ID, status, document date, vendor ID, and (judiciary transaction owner) location.

Page 136



\'® Training Guide
{:}8 GEARS

General Enterprise And Resource Support PO220 Purchasmg Goods and Services

Step Action

12. View any document by clicking on the DOC ID link in the Associated Document
section.

NOTE: You must have inquiry access within the GEARS module to view inquiry
pages.

Click the document link.
00000072

13. The inquiry page displays.

Review the transaction details.

o
()@ rrovrondeisc.. o~ &% 1@ Document ot @ voneter i @ =

LLLLLLL Fayane TEVIEW ACCOUNTS Fayaute Iy vouer vouTmer

Lease Number Q
PO Business Unit Q
Purchase Order ‘
Item 1D [
*Amount Rule Any -

Amount [
Currency [
*Voucher Style All Vouchers
Post Status

Approval Status
Voucher Balance

0P

Voucher Source
User ID

GL Business Unit
Account

Department M
VAT No

Process Instance
Match Status

Sanctions Status

Max Rows 300 Search Clear |

SortCriteria
“Sort By: Voucher D - Sort Display E
*Sort Asc/Desc: Ascending -

Personaize | Find | View A1 B | 3 Frst £ 404 1

Amounts || More Detais || Vendor Detais

Business Accounting  Match Match Scheduled
Unit Voucher ID  Invoice Number Invoice Date Vendor ID Entry Status T Status WorkBench BoreTis Short Vendor Name
MDJUD 00000072 jgrsupcapol  02/122013  00DDDODO01S Postable B Malched B H 123456720003

] »

Step Action

14. After you have finished reviewing transaction details, click the Close button to exit
the inquiry page.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites - Main Menu > Purchasng > Receipts > Review Receipt Information > Document Status

FNewWindow ? Help [& Personalize Page ) hitp

Document Status

Business Unit: MDJUD Receipt Number: 0000000063

Document Date: 02/12/2013 Status: Received

Currency: usD Document Type: Receipt
Merchandise Amt: 1,000.00

Short Vendor Name: 123456789-003 Carrier ID:

Source: On-line Case Number:

t K1 43073 O Last

SetiD E::i“e“ Document Type DOC ID Status Document Date  Vendor ID Location

SHARE Contract 0000000000000000000000036 Approved 02/12/2013 0000000015 5] B
MDJUD Purchase Order 0000000093 Dispatched 02/12/2013 0000000015 5] 003 B
MDJUD Voucher 00000072 Posted 02/12/2013 0000000015 5 003 B

|{&, Returnto Search |

Step Action

15. The Document Status page for the receipt displays.

To view the Document Status of the documents in the Associated document section,
click the Document Status button at the end of the corresponding row.

Home | Workist | MuliChannel Console | Addto Favorites
Favorites  Main Menu > Purchasing > Receipts > Review Receipt Information > Document Status

D NewWindow ? Help [5 Personalize Page B htip

hitn

Document Status

Business Unit: MDJUD Receipt Number: 0000000069

Document Date: 020122013 Status: Received

Currency: usD Document Type: Receipt
Merchandise Amt: 1,000.00

Short Vendor Name: 123456789-003 Carrier ID:

Source: On-line Case Number:

Frst Kl 13053 O Last

setD  MSNSS pocument Type DOCID Status Document Date  Vendor ID Location

SHARE Contract 0000000000000000000000036 | Approved 020122013 00000000155
MDJUD  Purchase Order 0000000093 Dispatched  02/122013 00000000155 003
MDJUD  Voucher 00000072 Posted 02/12/2013 00000000155 003

|&4 Return to Search |
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Step

Action

16.

Click the Go To Document Status Inquiry button.

17.

window.

Review the associated documents.

The Document Status page for the selected transaction displays in a new browser

— = e
- \ | -
?%4@ http://oracleld.coutts.state... O v ¢ X H @u.,(.,me.\ism___‘ & Document .. I {0} 29 i3
File Edit View Favorites Tools Help
ORA
Home | Workist | MukChannelConsole | AddtoFavortes | Signout

Favorites = Main Menu > Purchasing > Purchase Orders > Review PO Information > Document Status
I New Window ? Help [ Personalize Page ) hitp

Document Status

Business Unit: MDJUD POID: 0000000093

Document Date: 02/12/2013 Status: Dispatched

Currency: usD Document Type: Purchase Order

Buyer: jone, kevin Merchandise Amt: 1,000.00
Budget Status: Valid

Refated Info

Business
Unit

SetiD Document Type DOC ID Status Document Date  Vendor ID Location

SHARE Contract 0000000000000000000000036 Approved 02112/2013 0000000015 5 B
MDJUD Receipt 0000000069 Received 02/12/2013 0000000015 003 E]
MDJUD Voucher 00000072 Posted 02112/2013 0000000015 5 003 B

£L Return to Search

7 ElE e e Ry D e Pal, - o

Step

Action

18.

Click the Close button to exit the inquiry page.

[x]

19.

The Document Status page displays for the receipt.

Use the Return to Search button to search for another receipt to review.

20.

You have learned how to:
- Cross reference transactions associated with a receipt
- View details of a transaction form and the document status inquiry page

End of Procedure.

You have successfully completed the Viewing Receipt Document Status topic.

- Access related transaction inquiry pages from the document status inquiry page
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Appendix A: Local Purchases

This document is intended to clarify the options that are available for local purchases in GEARS.

EXPRESS Purchase Order

USAGE: Under the current system, users are able to purchase items that fall under the AOC
Procurement threshold and/or items that are not deemed as sensitive directly from local suppliers
without the need to go through AOC procurement. Users will continue to make local purchases
after GEARS is implemented using current policies and procedures, but the method of tracking
those purchases will change. There are 3 steps in the process:

Order

1. Order— Place your order for the appropriate goods and/or services directly with your local
vendor/supplier. If your supplier requests and /or requires formal documentation, you now have
the ability create an Express Purchase Order to send to their office to confirm the order. Please
note, if this is a new vendor you will need to submit a vendor maintenance form to Fiscal and
Systems Compliance for set up/approval in the GEARS system — prior to creating an Express
Purchase Order. Establish your Express Purchase Order in the same manner you would like to
track delivery and/or receipt. For example, if you complete a generic order — Amount Only — you
can receive the order based on a dollar value. If you want an itemized list of items received, you
can set up the Purchase Order with line details.

2.  Receive - If desired, when your location receives the ordered items and would like to
acknowledge the receipt of those goods — you have the option of making a receipt entry into
GEARS. If you have not created an Express PO when you placed the order, you have the option
of entering a Non-PO receipt into GEARS.

3. Pay - Once you receive the invoice from the vendor/supplier, you will create an online
voucher in GEARS. The details of each step are described below.

STEP 1

Users will continue to order items from local vendors/suppliers just like they have in the past
subject to the limitations that are in place today. Most users have noted that they are able to
obtain pricing when they complete their orders via the vendor’s website. There is a Procurement
spending limit and some types of items cannot be purchased in this way. Most users will order
directly from the supplier’s website. If the supplier requires a formal document or Purchase
Order, you will have the ability to create an Express Purchase Order within GEARS. This
document can be forwarded to the supplier via e-mail directly from the GEARS application.
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STEP 2

The vendor will deliver the item to the facility exactly like they have done in the past. The person
who receives the goods is likely to be the person who initially placed the order. In any case, the
person who receives the shipment will make an entry into GEARS acknowledging that the goods
have been received. If there is a ‘packing slip’ with the shipment, the document will be scanned
and attached electronically to the receipt in GEARS.

Once this step has been accomplished, there is no need to retain the paper copy of the ‘packing
slip’.
GEARS course number PO240 covered the steps that are necessary to create the GEARS receipt

and to attach the electronic copy of the packing list.

STEP 3

The invoice from the vendor could be with the shipment, but could also be sent to the person who
ordered the items independently. Regardless of when the invoice is received, a voucher to create
a payment request will need to be created in GEARS based upon the details of the invoice. The
invoice will be scanned and the resulting file will be attached to the voucher in GEARS.

Once this step has been accomplished, there is no need to retain the paper copy of the invoice.

GEARS course number AP220 covered the steps that are necessary to create the GEARS voucher
and to attach the electronic copy of the invoice.

Blanket Purchase Order (BPO)

USAGE: Under the current system, AOC Procurement negotiates special pricing for more
commonly made purchases with approved vendors — e.g. Office Supplies via Rudolph’s Office
Supplies. Users will continue to make those local purchases after GEARS is implemented using
current policies and procedures, and reference the Corporate Blanket Purchase Order Number.
There are 3 steps in the process:

Order

1.  Order— Place your order for the appropriate goods and/or services directly with your local
vendor/supplier - preferably online to ensure you have the appropriate pricing for your items.
This is usually the case for Rudolph’s Office Supply orders.

2. Receive - If desired, when your location receives the ordered items and would like to
acknowledge the receipt of those goods — you have the option to make a receipt entry into
GEARS. If you have not created an Express PO when you placed the order, you have the option
of entering a Non-PO receipt into GEARS.
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3. Pay- Once you receive the invoice from the vendor/supplier, you will create an online
voucher in GEARS.
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Course Summary

v

You have successfully completed the PO220 Purchasing Goods and Services course. In this
course, you have learned how to:

Congratulations!

Create Requisitions in eProcurement
Manage Requisitions

Create Express Purchase Orders
Inquire on Requisition Information

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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